If you have issues viewing or accessing this file, please contact us at NCJRS.gov.

> 5 7 - A
E\E st J 5
prgyg A !
[NE8) ‘j ! i ?‘
AN N
A‘:’w(‘m et ¢ et b3 e

RHODE ISLAND
SUPERIOR COURT
OPERATIONS MANUAL

Mational Center for State Courts
Northeastern Regional Offica

May 1978

The preparation of this document was financially aided
through Subgrant #77-5079-C241 from the Rhode Island
Governor's Justice Commission with funds granted to the
Commission by the Law Enforcement Assistance Administra-
tion as authorized under Title I of the Omnibus Crime
Control and Safe Streets Act of 1968 as amended, and
through funds provided by the 0ffice of the Court
Administrator.




Copyright ¢ May, 1978 by
Mational Center for State Courts

Tne Law Enforcement Assistance Administration and the
State of Rhode Island reserve the right to reproduce,
publish, translate, or otherwise use, and to authorize
others to publish and use, all or any part of the copy-
righted material contained in this publication.




PROJECT STAFF

Lorraine R. Moore
Daniel J. Valluzzi
Samuel D. Conti
Jeanie Helms

Betty Sawyer

(Project

Co-Directors)




Table of (‘.('ents .

SUPERIOR COURT OPERATTONS MANUAL

Acknowledgments . . . . . . . . . . L 0 L o e e e e e e e e ii
Preface « v v v o« v vt v e e e e e e e e e e e e e e e iiid
Sample Format . . . . . . Ve e e e e e e e e e e e iv
Introduction - The Superior Court Clerk's Office. . . . . . . 1
Employee Information. . . . . . . . . . . . . . . . . . ... 10

1. OFFICE PROCEDURE HANBBOOK

IT. CALENDARING AND STATISTICAL REPORTING HANDBOOK
ITI. COURTROOM PROCEDURE HANDBOOK

IV. FINANCIAL MATTERS HANDBOOK

V.  NATURALTZATION PROCEDURE

G]OSSBY‘)’ ...... ¥ 2 e & e » 4 &« e & a4 s e » [} G"].
Appendix - Forms List. . . . . . . . . .. ... .. A-1
General Index. . . . . . . v v v e e e e e e e e I-1

i 5/78




ACKNOWLEDGMENTS

During the course oF this study we were impressed by the dedication

and cooperative spirit shown by the people who work in the Rhode Island

Superior Court system. .

We extend our sincere thanks to those many individuals who interrupted
their busy schedules to provide us with the basic information for the manual
sections; without their special help, this manual could not have been written.

Project staff appreciate the assistance of the Adv{sory Committee, which
helped identify subject matter content and perforﬁed the time-consuming task
of review of the manual. The Advisory Committee included: the Honorable
Ronald R. Lagueux, Joseph Calista, Ernest Reposa, Sue Laroche, Dennis Morgan
and Bob Harrall. Of those individuals, Dennis Morgan deserves special men-
tion for providing sample forms and extra assistance.

Clerks John H. McGann and Edgar J. Timothy and their assistants also

provided invaluable help in identifying variations amona the courts.

i




PREFACE

This is an in-office operations manual for personnel in the Superior
Court Clerk’s Offfce. It is a composite of procedures currently in use
and it encompasses those proceduies most frequenfly used by clerks. It
should serve as a handy reference document for the inexperienced as well
as the experienced clerk and should be particularly useful for training
nev clerical personnel.

The manual is useful insofar as procedures are kept current according
to changes in statute or rule or by direction of the office of the Court
. Adwinistrator. Any changes or additions to the manual will be made through
that office.

This manual is a first step toward achieving uniform practices in the
clerks' offices. It can be adapted to the user's needs and space has been

provided for additional notations.

This manual consists of sub-divisions, referred to as handbooks, which

correspond to major areas of responsibility of personnel within the Clerks!',

offices of the Counity Superfor Courts. The Office Procedure Handbook deals
primarily with maintenance of the civil and criminal records by clerk-

typists and includes as well dutles of counter clerks. The Courtroom

i

Procedure Mandbook is a guide to responsibilities of clerks in the court-
room, %nc]udinb oaths, exhibits, and records of court action. In the
Calendaring and Statistical Reporting Handbook are outlined the procedures
for assigning matters to the various calendars and for maintaining statis-
tics needed by the office of the State Court Administrator., (Since the
State Judicial Information System (SJIS) and a new Criminal Scheduling
Process were just getting undeyway at the printing of the manual, these
sections are reserved.) Another handbook, Financial Matters, describes
how monies are deposited and withdrawn, the accounts which are mafntained
and the reports which must be made. Although not all Superior Court
Clerks nerform tasks associated with naturalization, that procedure in
brief has been included. -
Each handbook includes a brief introduction, a 1ist of exhibits
{sample forms described in the procedure) and an index. A Glossary of
Terms and General Index have been included at the end of the entire
manual for quick reference. The description of procedures is presented in
a format which can be easily followed. A sample and explanation of this

fornat appears on the following page,
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Major Section Heading)
Subsection Heading)

SAMPLE FORMAT

CASE REFERENCE NO

(This space is provided for the clerk to in-
sert an actual case docket number which best
illustrates the procedure.)

DESCRIPTION

FORM

NO.

STATUTE
oR
RULE

PROCEDURE

COMMENTS

{Topic heading)

(The form column
vefers to the sample
form provided.)

£x. 1

(The form number is
the official number
appearing on the

form, )

$-183

Relevant sta-
tutes orrules
are reference
for each step
in the pro-
cedure.,
References to
the Rhode
Island Genera)
Laws appear
as RIGLA; to
the Rules of
Civil Proced-
ure as RCP;
to the Super-
ior Court
Rules of Prac-
tice as RP;
and to the
Superior Court
Rules of .,
Criminal
Procedure as
RCrP,

{This column provides a detailed description of
the procedure to be followed in completing each
step of the process.)

a.

v

(Relevant statements are included to miore
fully explain the procedure or process, to
point up variations in procedures among
courts and to present prescriptive stale-
ments.)
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INTRODUCTION
THE SUPERIOR COURT CLERKS QFFICE

The Rhode Isltand General Laws (RIGLA 8-4-4) authorize the existence
of a Clerk of the Superior Court in the counties of Providence & Bristol,
MNewport, Washington and Kent. Appointed in January every fifth year (most
recently in 1976) by the Governor with the advice and consent of the
Senate, the clerks hold office until a successor is appointed and quali-
fied (RIGLA 8-4-5). Before taking office, the clerk must post bond in
an amount (between $2000 and $10,000) fixed by the General Treasurer
(RIGLA 8-4-7). |

Although each Clerk of the Superior Court may be authorized to
appoint certain debuties and other assistants to assist in the performance
of duties and responsibilities attributed to the position of Clerk, it
is the Clerk who is ultimately accountable.

By statute, the Clerk is required to:

... attend sittings of the court (RIGLA 8-4-8)

. serve as keeper of the Seal of Court and of all books
and papers (RIGLA 8-4-8)

. make fair entries and records of all proceedings, judgments,
orders and decrees (RIGLA 8-4-8)

. furnish stationery as needed in fulfilling obligations of the
court (RIGLA 8-4-8)

. maintain two indexes to every current book of records and
judgments (RIGLA 8-4-10)

. perform all other things required by law or rules of court
(RIGLA 8-4-8)

Court rules further require that the Clerk:

. be registrar of the court, having charge of all funds and
things deposited in cases pending in the court (RCP 67(b))

+ keep the office open (subject to law) for the purpose of

1




filing documents during business hours every day except
Sundays and legal holidays (RCP 77 [al,[c]; RCrp 56)

maintain a civil docket and the Record Book of Judgments
with indices, and other books and records as required by

Taw (RCP 7%;
Skills required in the performance of the Clerk's duties include:
. a working knowledge of the law and rules of the Superior Court
... a working knowledge of modern office practices and, procedures
. a working knowledge of record maintenance principles and pnractices

. ability to appoint, supervise and evaluate personnel within the
office

...ability to deal with laymen, members of the bar and the judiciary
in providing them with accurate and current information concerning
the processing of all matters pending before the respective court.
Clerks of the Superior Céurt, with the approval of the Presiding Justice,
may appoint one or more deputy clerks, who may discharge aiT of the duties
of the Clerk appointing them (RIGLA 8-4-14). Titles suchas Principal Deputy
and First Deputy indicate a specific salary level (and often a princival area of
responsibility) among deputy clerks. The Clerk of the Supmerior Court of
Providence & Bristol may be authorized to appoint as many assistant clerks as
necessary (RIGLA 8-4-17, 18). Assistant clerks are to cerform duties as
assianed by the Clerk or any deputy. Four general assistant clerks, appointed
by the Presiding Justice, work as assigned in any county where there is need
for additidnal assistance. These personnel are the anly clerks who can travel
from one county to another. Clerks in all counties may emnloy as many clerical
assistants as required to attend to the copying, recording, indexing and other
clerical business of the court kRIGLA 8-4-17, 8-4-19). Given *the position title
of clerk-typist, these individuals may not perform any in-court functions of the
clerk, such as giving ocaths or specifying the docket entries to be made.
The following pages are copies of job descriptions for three positions

within the clerk's office, included to highlight the differing responsibilities

accorded each.




CLASS TITLE: DEPUTY CLERK (SUPERIOR COURT)

Al

CLASS DEFINITION:

CENERAL STATEMENT. OF DUTIES: In the Superior Court of a specific

- eounty, 'as.assigned, to discharga on behalf of the Clerk any of those
duties and responsibilities required to be performed by the Clerk as
prascribed by law, and by. the rules prommlgated in the Superior Court,
for the regulation of practice, procedure, and conduct of civil and
criminal actions before the Superior Court and to do related work as
required. :

- SUPERVISTON RECEIVED: Works under the administrative directlon of the
Clerk and/or the First Deputy Clerk from whom general assignments
are recsived; wide latitude for the exercise of independent judgment
!5 afforded in the performancz of dutdes, and work is subject to review
for cnnformance to esgabl&shed rules and procesdures.

SU?P?YISICN ~X:PCI:E_'?__‘ Assis:s the.Clerk in planning, 6rganizing,
and supervising the work of Assistant Clerks and clarical persomnel,

IL.IUSTRATIVE EX2MPLES OF WORK PERFORMED:

In the Superior Court of a specific county, as assigned, to dis-
echarge on bshalf of the Clerk amy of those dutiles and resnomsibilities
requirsd to ba performed by the Clerk as prescribed btv lzw, and of the
rules promuelgared dn the Supsrior Court, for the regulation of practice,
procedure, and cocduct of e¢ivil and criminal acticns before the
Superior Conrt; zud to do related work as reguired.

J/Ta attend sittings of the court and keep r=qui~ed records of pro— .
ceedinzs and make fair eatries and records of all proceedings,
Judgments, orders and decrees therein. :

To lmpunel jurors and administer the necsssary ocaths to jurcrs and
witnesses participating im trizls,

Te receive, mark, £ils znd re=tzin exhibits introduced as evidence
in proceedings.

In jury trials to take verdict from jury foremzn, record it, and
make 1t koown to the court.

To zssume rasponsibility of Clerk, when so directzd and sign vouchers,
checks of disbursercent, and receive and duly recsrd all other monies
recelved by court in legal pruceed&no_.

To prepare the calendar or docket for a particular day whenever
assigned.

To swear in 21l declarations and petitions for naturalization aud
sign certificates of naturzlization.

To assist attorrmeys, litigants, and the genmeral public by providing
them with sought information.

To do related work as required.

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKILLS AND CAPACTTIES: A thorough knowledge of the law
and ivules prommlgzated by the Superior Court for the regulatiom of
practice, procedure, and conduct of e¢ivil and eriminal actions; the
ability to keep accurate and concise records of court procsedings;
the abllity to give assignments and instructions to subordinates and




direct the performance of-their work; the ability to deal effectively
with members of the Bar and layzmen, and provide them with accurates

and current information regarding the practice and procedure of all
matters pending in the Superior Court; the abllity to plan and direct
the preparation of clear and accurate reports contalning statistics of
court findings and activities; the abillity to supervise the main-
tenance of all court records and f£iles; a thorough knowladge of the
application of mecdern office practices and procedurss; and ralated
capacities and abilities.

EDUCATION AND EXPERIENCE:

Education: Such a3 may have been gained through: graduation from a
college of rfecognized standing with a bachelor's degwee in business
admindstration, polit*cal scie..gca or an] other appropriate discipline°
and ; :

Experience: Suchk as may hzve been gained through:! considerzble employ~
ment as an Assistant Clerk in tna Sumer&or Court cr employment in the
practies of law. . .

Or, any combination of education and experience that shall be sub-
stantially equivalent to the zbove education and experience.

July *, 1967




CLASS TITLZ: ASSISTANT CLERX (SUPERIOR COURT-PROVIDENCE AND BRISTOL COUNTIES)
CLASS DEFINITION:

. - ‘.. \

GENERAL STATEMENT OF DUTIES: In the Superior Court for Providenc° and
. Bristol Counties, as assigned, and under the general supervision of -
the Clerk or any of his deputies to perform any of those duties and
responsibilities required in the handling and processing of all legal
transactions and trials; and to do relatad work as required.

SUPERVISION RECEIVED: Works umder the general supervision of the Clerk
or any of hils deputies from whom' Specific zssignments are receiveid;
work i1s reviewed in process and upon completion for accuracy and con- .
formance to established rulas and procedures.

SUPERVISION EXERCISED: May superv*se c’e*ical pergonne’ assigned to
assist on. specific assigmrents.

TLLUSTRATIVE EXAMPIZES OF WORK PERFORMED:

Under the generzl supervision of the Clerk, or any of his deputies,

as zssigned to perform any of the follewing:

To attend sittings of the court and zdmindster ocaths to jurors and
witnesses befors they testify before tribunal,

To recelve, mark, file and retain all exhibits properly introduced
as evidence in proceedings.

To keep raquired records of proceedings and make faldr entries and
records of all judgments, orders, and decrees theredn.

To tzka verdict in jury trials from foreman, record i:, and make
. . it knowa to the court.

To preparz the calendar ar dockst for amy given day.

To perform counter duty and recelve 211 legal papers and processes
pertzaining to legzl tramsactions within the court jurisdiction.
" To assist members of the Bar and laymen jJy providing them with
accurztz and current information regarding the practice and procedure
of any matter pending in the Superior Court.

To do relzted work as required.

REQUIRED QUALIFICATIONS FOR ABPOINTMENT:

RUCWLEDGES, SRTILLS A0 CAPACITIES: A working kuawledge of the law
and of the rules promulgated in the Superior Court, for the regulation
of practice, procedure, and conduct of c¢ivil and criminzl actiouns
before the Superior Court; the zbility to keep accurate and concise
records of court proceedings; a working knowledge of the prinedples
and practices employed inm record maintenance as they apply to court
records; the abiliry to assign and supervise the work of clerical
perzonnel assigned to assist; the ability to deal with laymen and
members of the Bar and provide them with accurate and curzent information
regarding the practice and procedure of all matters pending in the
Superior Court; a working knowledge of moderm offica practices and
procedures; the ability to assist in the preparacion of clear and
accurate reports containing statistics of court findings and activities;
. and related capacities and abilities.




EDUCATION AND EXPERIF2CE:

Education: Such as may have been gained through: graduation from a
college of recognized standing with a bachelor's degrze in business
administration, policical science or any other appropriate discipline,
and; C - . . : : .
Experience’s Such as may hzve been gained through: employment as an
assistant clerk in one of the state's other tribunals or exployment in
a responsible position involving the administration of complex and
difficult clerical and office procedures, and the interpretation

and application of rules and regulations. . o

0r, any combination of education and experience that shall be sub-
stantially equivalent to the zbove education and experiexnce.

July 1, 1967 . R ST L




CLASS TITLE: TNIOR CLERK-TYPIST
CLASS DEFINITION: . '

)

Y

GENERAL STATESENT OF DUTIZS: .To perform typing work of a difficult

and responsible nature requiring the exercise of independent judgment

and involving a degree of final responsibility: to perform varied clerical
work of a difficult and responsible nature requiring the exercise of inde-
pendent judgment; and to do related work as required,.

SUPERVISION RECEIVED: Genmeral instructioms are reczived at the beginning
of each new task, detailed instructions are received as to performance of
unfamiliar tasks; work is subject to review for accuracy aund completeness.

SUPERVISION EXERCISED: Generally none, but in some cases may supervise
subordinates engaged in routine clerical or typing work.

ITLUSTRATIVE EJAMPLES OF WORK PERFOIED:

To type involved financial or statistical statements, reports, or other
materizl from plain or rough copy requiring the application of independ-
eat judgment and invelving a degree of fimzal respousibility.

To perform varised clerical work of = difficuli and respousible nature
requiring the exarcise of independent judgment,

To assemble material for and to type pay rolls, vouchers, purchase
orders, bills, warrants, indices, and other forms requiring related
judgments,

To set up and type tables and charts involving decisions as to best
format.

To compose and type rcoutine letters,

To trazmscribe from dictating machize records.

To cut stencils,

To assist in maintzining gemerzl office records which require posting,
tabulating, and computing tasks. :

To exzmine reports and racords for accuracy and completeness of routine,
gasily verified information.

To secure information from specifiad sources and furmish it to the pub-
lic and othsr employees,

To staple znd assamble matsrial for distribution.

To analyze and classify material for filing, and to maintain generzl
office £iles.

To recesive, stock, and distribute office supplies,

To serve as raceptionist, directing callers to proper individuals, ar-
ranging appointments, aud imparting general nontechnical information.

QOccasionally, to operzte other office appliances not requiring the
services of a qualifisd operztor,

To do related work as regquired.

REQUIRED QUALIFICATION FOR APPOQINTLIENT:

IOWLEDGES, SKILLS AMD CAPACITIESf A working knowledge of office

practices, cotmercial arithmeric, and business English; a working knowl-
edge of methods and procedures of filing: a reasonable speed and accuracy
in typing complex or technical matter from plain or rough copy: the
ability to understand readily and carry out complex oral and writtea
directions; and related capacities and abilities,




EDUCATION AND EXPERIENCE:

Education: Such as way have been galned through: gr?duation from a
senior high school, imncluding or supplemented by courdes in typing; and

Experience: Such as may have been gained through: employment in
performing typing and office tasks of a varied nature,

Or, any combination of education and experience that shall be substantially
equivalent to the above education and experience.

Revised
June 30, 1957




In the procedural sections which make up this manual an attempt
has been made to specify the level of personnel which is to
perform the task. Although not all levels of personnel may exist in
each county, it can be understood that when the word clerk is used,
any level of clerk (first or principal deputy or assistant)\may
undertake the task; when the task is to be performed only by the
Clerk of the Superior Court, it will so be indicated by capitalizing
the word "CLERK". WYhen a task is mentioned as being performed by a
clerk-typist, any of the clerical staff or any clerk may do it.
Sometimes the procedure may be found in a different handbook than
expected, since the person performing the function may differ in title
(e.g., a courtroom clerk may perform the task completed by a counter ™
clerk in another county). The index provided at the end of each hand-
book as well as at the end of the complete manual will assist in accessing

the required information.




Employee Information

CASE REFERENCE NO. -

DESCRIPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Payroll Information

New Emnloyces

Time Sheets

Pay Periods

Incentive Program

Each newly hired state emnloyee receives salary
at the first step of a pay grade from the effec-
tive date of appointment, Each employee is placed
on a six-wonth probationary period. After succes-
ful completion of the probationarv perfod, salary
is paid at the second step. Step increases are
received annually starting one year from the first
six-month period, until the top step in the pay
arade is reached.

Each employee is required to sign a time sheet
for each working day.

Payroll chacks are fssued on a biweekly basis
(every other Friday).

Personnel who successfully complete 4 courses
which are job related and approved by the Presid-
ing Justice of the Superior Court and the Admin-
istrative Office of the Courts are entitled to an
incentive raise in salary, equal to one step
increase.

10

If an employee 1s transferred to another loca-
tion within the state or to another state agency
the same salary base is retained.

Time sheets are forwavded to the Adwinistra-
tive Office of the Courts each Friday. Time
cards are prepared by that office for each
employee.

One point is awarded for each successfully
completed course, to be applied to the 4 points
necessary for an jncentive raise, ({See Attach-
ment A.)

Couyrses may be Adult Education courses offered
by local towns, those offered by the State Divi-
sion of Personnel, or courses at area colleges.

Examples of job related courses include:
psycholoay, state governuent, effective communi-
cations, business machines, business law, prin-
ciples of supervision, etc.
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Employee Informatian

CASE REFERENCE NO.

DESCRIPTION FORM| NO. STA(;I;‘UTE PROCEDURE COMMENTS
RULE
Longevity Benefits Longevity benefits which result in increased
salary are offered to permanent personnel as
follows:
7 yrs. service: 5% of wage
11 " n H 10% n i
15 H H : 15% " [t
25 " 1t : 20% u "
Fringe Benefits A1l personnel holding perimanent positions in Excluded from benefits are
the Superior Court Clerks' offices are entitled to 1) part-time personnel under 20 hours
the benefits offered to state employees. per week,
2) personnel in a limited position lasting
less than six months.
The section which follows 1s intended to sum- -
marize benefits provided to eligible state em-
ployees. Questions related to benefits should he
directed to Beverly Clark at the Administrative
Office of the Courts.
1. Groun Life Insurance RIGLA ATl permanent personnel may participate in the The cest 1s currently $.25 per thousand
‘ 36-12-6 Group Life Insurance Plan at cost. The plan in- dollars coverage.
cludes accidental death and dismenberment insurance
and is cancellable at any time.
2. Health Insurance RIGLA Permanent personnel may select either of two Cost iaformation is obtainable from the
36-12-2 plans: Administrative Office of the Courts.

(1) Blue Cross/Blue Shield
(2) Rhode 1sland Group llealth Associaltion Plan
(RIGHA)

1
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Employee Information

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR

RULE

PROCEDURE

COMMENTS

(1) Blue Cross/Blue
Shield

{2) RIGHA

3. State Retirement Systen

4. Credit Union

5. Savings Bonds

6. Annual Leave

RIGLA
36-8

RIGLA
36-6-16

Plan 100 includes major medical; covers 365
days hospitalization, full maternity benefits,
diagnostic tests.

This 15 a llealth Maintenance Organization which
provides physiclans' and hospital services to men-
bers who pay a membership fee on a monthly basis.
THE RYGHA emphasizes preventive health care ser-
vices usually not covered under traditional health
insurance plans.

A1} state employees are required to join the
state relirement system.

Retirement is mandatory on the first of the

month following the JOER (seventy) birthday.

Permanent employees may request that payro]]
deductions to the Credit Union be made.

Payroll deductions for savings bonds may be
made on a voluntary basis.

Each permanent cmployee is entitled to 15 days
of paid vacation *‘we annually. After 10 years of
service, an additivnal 2 days are aiven; after 20
years of service, an additional 5 days,

Payroll deductions for retirement equal §
percent of annual salary.

Vacation time accrues at the rate of four (4)
hours per pay period, (See Attachment B.)
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Employee Information

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
Oon

RULE

PROCEDURE

COMMENTS

7. Sick Leave

8. Holiday Leave

9. Military Leave

A1l full time employees whether on a standard
35 or 40 hour work week or on a non-standard work
week and part time employees who work at least 16
hours per week or whose schedule requires the per-
formance of service to the state for some part of
each working day of the official work schedule to
which the class is assigned accrue .0577 hours for
each hour of service during the bi-weekly pay per-
iod, to a maximum of the assigned hours in the
work week for the position in which the emplaoyee
is working.

The following are paid holidays:
New Year's Day
Memorial Day (last Monday in May)
Independence Day
Victory Day (2nd Monday in August)
Labor Day (1st Monday in September)
Columbus Day (2nd Monday in October)
Armistice Day (November 11th)
Thanksgiving Day
Election Day (state officers; every 2 years)
Christmas Day

Personnel entering the military are entitled te
full pay for the first 60 days spent in the mili-
tary; after that time, they are placed on a leave
without pay status.
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Employee Information

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

PROCEDURE

COMMENTS

Military Training
Leave

10. Leave of Absence
Without Pay

11. Court/Jury Duty

Personnel in mititary training {e.q., for the
Nalional Guard) are entitled to 15 days at full
pay; after that time they are placed on a leave
without pay status.

An employee on leave of absence has the option
to continue the Group Life and flealth insurance
plans for up to one year at the group rate.

Personnel serving as jurors or witnesses re-
ceive full pay for time spent in court. Fees paid
by the court to personnel for attendance as a jur-
or or witness must be returned to thestate. Per-
sonnel are entitied to keep any amounts paid for
mileage reimbursement.

A check equal to the amount paid for ser-
vices must be forwarded to the Administrative
Office of the Courts.
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ATTACHMENT A

7a.8 2759 Substitute AY
Original Introduced by—
Qenator Walsh

Ordered Printed bv—
House of Representatives

~ Referred to—
- Senate Committee on Finance
“* -Date Printed— -
May 21, 1976

... State of Rh_odeflsland and Providence Plantations

JANUARY SESSION, A, D. 1976 . |

AN ACT Establishing Incentive Fay Plan for Court
Clerks,

It is enacted by the General Assembly as follows: .

Qection 1. Title 8 of the gemeral laws entitled
«Courts and civil procedure — Courts” is hereby
amended by adding thereto the following chapter:

‘ “CHEAPTER 841
uQourt Clerks—Incentive Pay
. “g.41.1, INCENTIVE PAY PLAN.—Thers is here-
by established an incentive pay program in accordance
_ with the provisions of this chapter offering financial
' compensation to clerks of the suprems, superior, fam-
ily and district courts for furthering their education

in the feld of court administration or law enforcement.

«g.41.2, ELIGIBILITY FOR PLAN. — Any full
time clerk of the supreme, superior, family or district
court shall be eligible for the plan established by

19




a
this chapter provided he accumulates the requisite
degree as get forth in section 8-4.1-3.

“8.4.1-3. INCENTIVE STEPS. — Advancement to
each of the incentive sslary steps shall be based on
the following accomplishments in either administra-
tion of justice or law enforcement, or a baccalaureate
degree acceptable for admission to a law school ac-
credited by the council of legal education of the

.. American bar association..

Incentive =~ Increase a‘bove " Degres -
Steps Basic salary Required
1 109% Associate Degrez
w2 --16%:  -‘Baccalaureate. Degree

"“3.41.4 ELIGIRLE EDUZATION.—No credit shall

';bg granted for any degree other than in ‘the major
.concentration’ of. court administration or law enforce-.

ment or a baccalaureate degree acceptable for admis-
sion to a law school accredited by the council of legal
education of the American bar association and no
credit shall be granted for degrees awarded prior to
January 1, 1970,

“8.4.1-5. APPROPRIATION.—The state of Rhode
Island shall bear the expense of incentive payments.
The general assemoly shall annually appropriate such
sums ag it may deer: necessary to carry out the provi-
gions of this chapter; and the controller is hereby

- authorized and directed to draw his orders upon the

general treasurer for the payment of such sum or so

much thereof as may be required from time to time,

upon receipt by him of duly aunthenticated vouchers.”
Sec. 2. This act shall take effeet July 1, 1976.
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STATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS
INTER-OFFICE MEMO

-
.‘O : Judicial Employees DATE: July 2, 1976
| DEPT '
‘ FROM : Qffice of Court Administra;of-
, DEPT

SUBJECT: Incentive Pay Plan for Court Clerks S-2759A

The recent session of the General Assembly passed S-2759A setting
up a new salary incentive program for court clerks. This office is charged
‘with the responsibility of administering the program. -

Those personnel employed in the court system that feel they ccme
within the provisions of the act for the education increment should present

.....

State Court Administrator will then. certify those eligible for the- educa-
. tional increment.

This office Hss received from the State Controller's Office an |
: 'opinion that the educational increment is in lieu of the normal educatiomal
increment provided by the personnel rules of the State of Rhode Island.

The QOffice of the State Court Administrator will process the neces-
sary papers for those meeting the requirements of the act to increase their
base pay either 10 or 16 per cent depending upon their eligibility and
they will receive the additional salary increment as part of their regular
pay. The effective date will be the pay period beginning July 4. No
papers will be processed untill the administrator's office has received the
necessary evidence of applicability from each employee who feels that
hhe 1s eligible for the educational increment under the act.

YLl 0.,

Administrator (§tate Courts
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ATTACHMENT B

5.06 LEAVE REGULATIONS
5.061 Annual Leave
5.0611 Every employee shall be entitled to at Teast two successive weeks of
vacation at some time during each calendar year of service. Appointing
authorities shall endeavor to assign vacation leave among their employees
with justice and equity. Vacation leave shall be accrued and discharged in
terms of hours according to the following formula: - ‘
5.06111 The accrual rate of .0577 nours for each hour of
state service includes credit for the two vacation days added
in Tieu of two holidays.
5.06112 A11 full time employees whether on a standard 35 or 40
hour work week or on a non-standard work week and part time
employees who work at least 16 hours per week or whose schedule
requires the performance of service to the state for some part
of each working day of the official work schedule to which the
class is assigned shall accrue .0577 hours for each hour of service
during the bi-weskly pay period, to a maximum of the assigned hours
in the work week for the position in which the employee is working.
5.06113 Delete - included in 5.06112
5.06114 Delete - included in 5.06112 >

5.0612 Employees with 10 years of service shall accrue additional vacation
leave credits in the following manner:

5.06121 Employees with such service who are on a standard 35

or 40 hour work week or employees on a non-standard work week; and
part time employees who work at Teast 16 hours a week or who work
a part of each working day of the official work scheduie to which
the class is assigned shall accrue .065%4 hours for each hour of
service during the bi-weekly pay period, to a maximum of the as-
signed hours in the work week for the position in which the
employee is working.

5.06122 Employees with 20 years of service shall accrue additional
vacation leave credits in the following manner: Employees with
such service who are on a standard 35 or 40 hour work week or em-
ployees on a non-standard work week; and part time employees who
work at least 16 hours a week or who work a part of each working
day of the official work schedule to which the class is assigned
shall accrue .0847 hours for each hour of service during the bi-
weekly pay period, to a maximum of the assigned hours in the work
week for the position in which the employee is working.

5.06123 The end of the calerdar year shall be considered the
last day of the last biweekly pay period occurring in the year.
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Office Procedure

Introduction

As the central records processing center for all court-related docu-,
ments, it is important that the clerk's office maintain accurate records
and process them in an efficient manner. A1l personnel within the office
must follow well-defined and uniform procedures to ensure that proper
entries are made and records are immediately accessible. As the nunber of
staff within a Superior Court Clerk's Office increases, detailed procedures
become ever nore important; in the larger counties, tasks are more
specialized and handled by one person to ensure uniformity of
procedure. Several persons therefore perform functions undertaken by.
one person in Newport or Washington Counties. Variations in procedures
and the level of personnel performing them among the Superior Courts are
inevitable; this handbook is intended as a guide to at least one proper
and efficient procedurell

One of the most important functions of a clerk, however, 1s one for
which a prescribed set of procedural steps is impossible--that is, dealing

Itross-references to other handbooks are included for areas which

may be handled by another person, such as a courtroom clerk ar hoakkeeper,
in another county. :

1.1

with the public. Litigants, attorneys, judges, the media and the general
public all Yook to the Clerk as an important resource of information.

The Clerk's office therefore plays an important role in the formation of
public cpinion as to the court system, Timely and friendly response to
requests for assistance promotes a positive view of the nublic toward
the courts. Even unusual requests and demands can be handled tactfully.
A word of caution is necessary: responses should be limited to informa-
tion (a.g., as to which forwm is required, or «hat a rule states) and
nust not be construed as legal advice. Particular care is necessary in
dealing with pro se litigants and newly admitted attorneys. When ques-
tions arise as to the propriety of response by a clerk, suggest that~the
individual consult a judge. Another caveat is never to argue with
individuals who insist that they are correct; for exanple, one who wishes
to file an answer after default judgment has been entered or to file an
appeal after expivation of time has the right to do so. The judge will
decide the issue. Tie ease with which a clerk responds to requests will

increase with experience.
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Office Procedure
Counterwork

CASE REFERENCE NO.

DESCRIPTIOM

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Opening the mail can be a time-consuming activity,

particularly in courts of high volume. It is

important to open mail as early as possible before

other court work intervenes.

a. Screen mail quickly; make certain documents
have been filed in proper court.
If wrong county: return to attorney.

b. lole-punch papers for case file.

c. File-mark all papers.

Savarate papers into calegorins:
Motions

New Cases

Miscellaneous Petitions/Probate Appeals
Civil action filings

Criminal Appeals ¢

e. Set aside all documents requiring closer
attention, e.g., new cases, orders requiring
signatures, case numbers missing, money re-
ceived, requests for inforimaticn, copies,
etc.

f. Separate civil papers by year and place in
case nuber order; pull case files.

g. Place case files in proper bin for further
case processing.

h. Work with documents set aside {step e above):

see below for further instructions.
1.1

Each of these categories is treated
separately in following sections.
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0ffice Procedure

CASE REFERENCE NO.

Counterwork
STATUTE
DESCRIPTION FORM! NO. on PROCEDURE COMMENTS
RULE
Money is received through the mail and over the See also "Collection of Fines and Costs.”
Haney deposited with counter for: .
the Court RCP 3 1) Civil action filing fees ($10.) These matters are covered in detail below.
== 2) Exccutions Lo issue {$5.)
3) Appeal Lo Supreme Court Filing fees ($70.)
. 4) Certified/Exemplified Copies ($.50/page/$9.
~ flal fee + $1/paye).
5) Photocopies ($.50/page).
A document which requires a filina fee is not con- Other papers which do not initiate a case,
sidered filed unless accompanied by the propeyr such as an answer or motion, may be file’
fee. Inform attorney that no action can take marked and returned to the attorney.
place until money has been paid.

Tssuce receipt Sone clerks offices have a receipt machine In Washington and Newport Counties, a re-
which contains an original and two copies of pre-1 coipt is always completed For cash bails
numbered veceipts. A receipt is completed otherwise only on request. '
for any money received by the court.

Ex. 1} -- a. Prepare receipt, entering:

cash, check, money order (V),
attorney's name (or payee),
name ot case; case number,
amount paid,

signature,

bh. Give original Lo payee.
¢. Attach cash/check to copy of receipt,

d. Make additional notations:
Civil action:  enter recelpt mmber in lefl-

case e Tabel,
(I

DY




CASE REFERENCE NO.

Office Procedure
Counterwork

STATUTE
oR
RULE

bESCMPﬂON FORM| NO. PROCEDURE COMMENTS

Receipts, cont'd. Notice of Appeal: enter receipt number on
notice.

Execution: Add to list of executions or- In Providence, the courtroom clerk is

dered. responsible for making out executions;

cterk typists make docket entry "date,
e. HRetain cash/check and receipt in cash drawer execution issued."

to be picked up and recorded by honkkeeper.

f. At end of day, remove receipt copies from
machine; staple and retain in chronoliogical
file by month.

g. Make certain all money is locked in secure
place when office is closed.

Voidina receipt a. If receipt is in error, mark "Void" on a)l
three copies; briefly explain why voided,
and staple together,

b, Place in chronological file.
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O0ffice Procedure
Counterwork

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
of
RULE

PROCEDURE COMMENTS

Case File Uithdrawn from
Office

[
1. tiotorial Certificates

2. Deputy Sheriff
Certificates

Ex. 3

S-168

RIGLA
42-30-14

Only the judge, courtroom clerk and court steno-
grapher should have any reason to withdraw case
files from the office. Attorneys are welcome

Lo review case files at the counter, but may not
remove them from the office.

a. Prepare "Out" folder, entering case number and

. . . In Newport, a sign-out book is maintained.
title, date file borrowed; have borrower sign. n I ' 9

b. Prepare enpty case folder with same case num-
ber; place "Out" folder and “dummy" case file
in case number order.

¢. Upon return of case file, cross off name on
"0ut" folder and remove dummy folder.

a. Check list of notaries public from Secretary
of State to make certain person’s name
appears.

b. Collect $1.00 fee; issue receipt on request.

c. Complete form; enter your siqnature in two
places.

d. Staple to documept with notarvy's signature.
e. Affix seal to certificate and to document.

This form must accompany deputy sheriffs who are
sent oul of state to execute duties.
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Office Procedure
Counterwork

CASE REFERENCE NO

TATUTE
DESCRIPTION FORM] NO. s OR PROCEDURE COMMENTS
RULE
a. Collect $1.0G fee; issue receipt on request.
b, Complete fovm, entering your signature in
two places.
c. Affix court seal to certificate.
3. Search of Records Cx. 4 - a. Check index card files, and docket index for
name of party.
For action against ,
specified party b. If no action taken or pending against party,
complete Certificate as to Search of Records.
Enter date, name of party(ies).
. Affix seal of court and enter your signature
(Deputy or Clerk).
6 years no action Ix. 5 v~ This certificate is necessar

{release of attach-
ment)

for the requestor to

bring to the Town (City) Hall for release of
attachment on property.

a,

Check index card file by names of parties for
case nunber,

Pull docket sheet and case file to determine
whether no action has occurred for more than
5ix years to present date.

If no action, complete certificate and issue
to requestor,

[.5

Practice in Providence is to accompany certi-
ficate with certifted copy of judgment and
docket sheet as back-up,
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O0ffice Procedure
Counterwork

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
aft
. RULE

PROCEDOURE

COMMENTS

4. Request for Records

Occasionally an individual may request a case file
which has already been sent for storage at either
the Records Center, 4th floor, Suprewme Court
Building or at the Veteran's Memorial Building at
83 Park St. Al records prior to flat filing are
stored in the Veteran's Building.

a. Request case number and case name.

b. Maintain list of cases ordered, entering;
case number
case name
date ardered
date received
requestor's name and address
documents to be copied and sent to requestor

c. Call appropriate Records Center to request
record,

d. Upon receipt, notify requestor or send papers
and enter date on list,

e, Return case file to Records Center,

1.6

Inactive cases may from time to time be trans-
ferred to the Records Center (RP 3.6), their staff
will come once a year to a court, upon notifica-
tion that storage space 1s lacking at the court.
Staff of the Records Center will package the
files, Flat filing was instituted Jan. 1, 1966
{RP 3.7}.

This is procedure in Newport.

at Supreme Court (401) 277-3249
at Veteran's Memorial (401) 277-2283
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CASE REFERENCE NO.

0ffice Procedure

Counterwork
STATUTE
DESCRIPTION FORM| NO.. OR PROCEDURE COMMENTS
h RULE

Case numbers missing a. Check alphabetical index card by names of

parties and enter number on document.
b. If case has not been entered in the court, An answer may be filed in court prior to the

return document to attorney. filing of a civil action complaint. Do not

hold on to paper; file-mark and return.

1.7
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Office Procedure
Clerical Procedures

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on

RULE

PROCEDURE

COMMENTS

Chanye of Venue Ordered

Case Transferred for
Hearine

A case may be ordered to be transferrad to be
wholly tried in another division of the Superior

Court.

When the entire case has been transferred,

that case becomes part of the other counly's
record and is assigned a new nushep,

a.

Enter order for change of venue on docket/
face/sheets.

Gather together case file, docket sheet, depo-
sitions, exhibits.

Enter on docket face sheet: «ate and contents
of transfer of case to (name Court); make
similar entry to index card.

Make copy of order for change of venue and
docket sheet and retain in case file.

Cases which are transferred for liearing only re-

tain the original case file number of the county
in which the case was filed,

a.

Prepare "dumny” case folder and place in
case numher order in pending file.

Maintain a list of case files sent out for
hearing:
date sent, date of hearina, court in
receipt of file.

Foliow-up if case file is not returned
promptly, .

See RIBLA 9-4-2(-6) concerning venue.

E.g., Jones, J. Order entered: Request for
change of venue 78-1 to Kent County is granted.

£.9., 1-9-78 transferred to Kent County as
ordered.

In Newport, a list of change of venue/trans-
ferred cases is maintained, listing: Date,
case number, case title, court to which sent.
When a case is veturned, it is then crossed
off the list,

A "tickler" system of index cards by County
Superior Courlt is very helpful.
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Office Procedure
Clerical Procedures

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR

RULE

PROCEDURE

COMMENTS

Depositions

Transcripts

Upon receipt of deposition from court steno-

date, “deposi-

grapher: :

a., File-mark,

b. Pull case file and docket page.

c. Enter on docket/face sheets:
tion of (nawe) received."

d. File deposition in storage area in case-
nunber order.

e. Return case file.

Upon receipt of transcript from attorney:

File-mark,

Pull case file and docket page.

Enter on docket/face sheets:
script filted."

date, "tran-

See procedure below, "Notice of Appeal to

Supreme Court.*

1.9

Enter a document page number {the number which
denntes its placenent in the case folder) in
the column at left on the docket sheet only if
the deposition is to remain in the case file.
[f no number appears it is assumed that the
deposition is filed in the case-number ordered
deposition file in the storage area,
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Office Procedure
Clerical Procedures

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
AULE

PROCEDURE

COMMENTS

Certifiad Copy

Upon request for certified copy:

a,

b.

Collect and record fee.

Photocopy requested document if copy is to
be certified is nol presented.

Stamp “A true Copy--Attest" on document.
Obtain signature of CLERK.

Affix seal of court.

Give to requestor.

The present fee is $.50 per page if in-
dividual presents copy to be certificd:
$1.00 per page if copy is made in the
Clerk's Office.
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CASE REFERENCE NO

Office Procedure
Clerical frocedures

STATUTE
DESCRIPTION FORM| NO. OR PROCEDURE COMMENTS
RULE
Exemplified Copy The most conmon reason for requesting an exempli-
fled copy is for collection on an execution from
a defendant who is outside the state of Rhode
Island. Any papers which are to he sent out of
state must be exemplified to be official.
a. Collect and record fee. Flat fes $9.00
Each copy$1.00
b. Make photocopy of:
Judgment
Docket sheet
and any other papers requested,
c. Stawp on bottom of each copy: .
"A True Copy, Attest"
Have CLERK sign.
Ex. 6}S-183 d. Prepare forms “Clerk's Statement and Judge's
Ex. 7]S-185 Statement" for signature of Presiding Justice

and Superior Court Clerk. Obtain signatures,
e. Affix seal of court on each paqe.

f. Arrange papers in order with Judge's statement A sample should be kept on hand for reference.
on top, followed by Clerk's statement, then
documents. Bind papers to backing with eyelets,
run ribbon through eyelets, bringing ribbon end
down left side. AFffix gold seal on ribbons and
imprint with state seal.

g. Give to requester,
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0ffice Procedure
Civil Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Now cases

The filing fee for the entry of a civil action
must be paid for the case to be processed.

a. Determine whether the complaint 1s a:
civil action
miscellancous petition
prabate appeal.

b. Assign the appropriate case number.
q
¢. Complete receipt. Enter receipt
number in left wargin of complaint.
d. Place document in pre-numbered case file and

place in appropriate bin for new case
processing.

Clerks should inform party that $10 fee should
he paid, but camnot refuse Lo file the docu-
wment if fee is not paid. See "Civil Action
Bocument.”

See individual sections below.

New case folders should be prepared ahead of time
and placed in numerical sequence so that the next
empty folder indicates imnediately the next case

nunber to be assigned.

See "Money deposited with Court.”

See next page.
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CASE REFERENCE NO.

0ffice Procedure
Civil Records

STATUTE
DESCRIPTION FORM] NO. OR PROCEDURE COMMENTS
RULE
New Case File In a court of high volume it is especially im-
Preparation portant to preparc new case file folders ahead

of time in anticipation of new cases Lo be en-
teved each day. 1f this is doneg, a case file
number can be assigned immediately and the case
file number entered on Lhe receipt for the
entry filing fee.

a. Stamp empty case file folder with the case In Providence this is the task of the
number, raceptionist.
The case file number consists of the last
two digits of the year {e.g., 1978=78-} and
the next consecutive nunber following the
last case filed.
e.q., 78-132.

b, Stamp the following with the same case num-
pber and place inside case file folder:
Notice tu Atlorney postcard,
Filecards - Form S-178 {1, 1A),
Docket Sheet, ’
Face Sheet
Blank case title label,

LY




Office Procedure
Civil Pecords

CASE REFERENCE NO

STATUTE "
DESCRIPTION FORM| NO. OR PROCEDURE COMMENTS
RULE
Entry of New Case The civil records section receives the prepared
case file and firsL documents received in the
Ex. 8 § §-135 case {for civil action, usually the complaint

and/or summons).

a. Prepare label for outside of case file,
entering:
Name of case,
fleceipt number (from left wargin of com-
plaint.

b. Fil} in postcard notifying of case file
nunber and mail to plaintiff's attorney

(take address from complaint).

c. Complete index file cards:
Plaintiff index: Plaintiff v, Defendant
(5-178 1) case file number.

Defendant index: Defendant v, Plaintiff
{S-178 IA) case file numbes.

File in alphabetical order in proper index.

d. Enter headings on docket/face sheets, plac-
ing a carbon between them and using face
sheet as original;

Name of case,
Attorney names.

e. Make first entry on face/dockat sheets:
{your initials), document pagé number “1*,
date, “complaint filed."

114

In Newport the address and phone number of the
attorneys are also entered on the docket sheet
for reference,

As documents are placed in the case folder,each
is assigned the next sequential number to indi-
cate its location in the folder. (Referred to
here as the document page number.)
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CASE REFERENCE NO.

Office Procedure
Civil Records

STATUTE
on
RULE

DESCRIPTION FORM} NO. PROCEDURE COMMENTS

tntry of New Case, cont'd, f. Proofread and enter 6/) at top of face
sheel and case file label to indicate
entries are correct.
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Civil Action Document

Upon receipt, FILE-MARK all documents! Urit of Replevin
Civi) Action number assigned
Complaint {or Summons* and Complaint)--*See Exhibit 8 $10 Entry fee
Entry fee $10 {RIGLA 9-29-18, 9-4-7; RCP 3)
Jurisdiction of Superior Court $5000 or more Executions
To be filed in county court shown on Suminons See "Executions"
If sunmons filed first, complaint to follow within 10 days
of date of service on Summons; if not timely, however, Orders - See RCP 77(f)
accept and file-mark. A clerk may sign orders submitted as result of motion calendar if:
Enter date of service on summons in docket (for later order states copy sent to other parties
reference in case of default), only 1 order filed; agrees with docket entry
" no objection filed within 4 days from filing date.
Counterclaims/Answers/Other Pleadings then: enter signature to enter Order.
File-iark

Docket entry

If no case number, check index;
if complaint not yet filed, file-mark document;
return to party

Application for Default/Default Judgment
See “"Default Judgment"

Motions, see “"Motions."

Judament, see "Entry of Judgment
Judgment forms completed by courtroom clerk

Debt on Judgment
Complaint & Summons (previous case), Mrit of Attachment filed
A debt on judgment case is one in which, in a case previously
before this or any other court, a judgment was obtained and an
execution was returned unsatisfied. No hearing is necessary on
the writ of attachment.
Process as for new case.
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Special Attention Civil Action Cases

Writ of Mandamus: now CA complaint

Partition: CA complaint
Enter Order of Notice:*
once/week for 2 successive weeks

Petition to Remove Cloud of Title:
CA complaint
Enter Order of Notice*
once/week for 2 successive weeks
Return day: 20 days from second appearance of ad

Zoning: now CA complaint

*
See "Publication by Newspaper."
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Civil Action/Miscellaneous Petition

Reference List

There is no magic way to determine whether an action filed by a party

is to be a civil action or a misceilaneous petition. An attorney's indica-

tion of a C.A. number may not always be accurate. The Tist which follows,

based on actual cases entered at Providence/Bristol, is intended only as a

guide. An experienced clerk will be the best source for new clerks.

Civil Action

A1l former equity
matters

Writ of Mandamus

Partition

Cloud on title

Zoning

Miscellaneous Petitions
Condemnation
To compel arbritration
To confirm compromise
Receiverships
Dissolution of corporations
Writ of Habeas Corpus (criminal)
Mechanics Lien
To end partnership
For extended investment powers
Forfeiture and sale of motor vehicle
Writ of Ne Exeat
Disposal of Property
To appoint trustee
Forfeiture of charter/appeal
Foreclosure/tax liens
N.B. the $25 deposit once required
to be filed with Clerk to cover

cost of proceedings has been waived.

1.18
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Office Procedure
Civil Records

CASE REFERENCE NO

DESCRIPTION

FORM

NO.

STATUTE
of
RULE

PROCEDURE

COMMENTS

Case Processing

Arbitration

Dissolution of Non-Business
Corporation

a. Assiygn next consccutive miscellancous petition
nimber
HP (number)
h. Prepare case file.
c. Prepare index cards, as for C.A. case.
d. Enter in Miscellaneous Petition docket: all

documents filed and issued (except motions).

Examples of types of Miscellaneous Petitions and
steps vequired by clerk follow.

a. Assign MP number.

b. File; entries to Miscellaneous Petition Docket.

a, Assign MP number. -
. File and docket.

c. Lnter order of notice for one publication in
newspaper showing return date for heaving.

d. Certify as to date of appearance of ad.

r. Notify Secretary of State as to dissolution.
I, 19

Notice of M.P. /I is not sent.

On receiverships, prepare additional card by last
name of corporation in receivership.

See also "Publication by Newspaper" and
“Citation," velow.

5/78




Office Procedure
Civil Records

CASE REFERENCE NO.

STATUTE
oR

DESCR|PTION FORM] NO. PROCEDURE COMMENTS
RULE
Forfeiture of Charter and RIGLA Papers filed must be signed by Attorney General
Appeal from 7-6-16, 17 Ja. Assign MP number,
b. File; docket.
c. Prepare final decree at direction of court
d. Send attested copy of final decree to Secretary
of State,
Habeas Corpus, Writ of a, Assign MP number. See "fugitive from Justice.”
b. File; docket. R
c. lssue writ to sheriff for service.
Mechanics' Lien RIGLA a. Assign MP number.
34-28-14
b. File; docket.
¢. Forthwith, publicize once/week for 3 successive
weeks in town where peoperty located.
34-28-1% d. Forthwith, issue Citation to each person named
RCP 4q in petition,
e, Issue to sheriff for service.

1.20
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Office Procedure
Civil Records

CASE REFERENCE NO.

STATUTE
DESCR}PTION FORM{ NO. ¥ oft PROCEDURE COMMENTS
RULE
Receiverships a. Assign MP number.
tr. File; docket.
c. Issue Citation.
d. Enter Order of Notice, setting return day not
more than 21 days from commencement of action.
e. Readvertise upon decree appointing permanent
recejver,
Tax Lfens, foreciosure of RIGLA a. Assign. MP number.
44-9-25

Condemnation

b. File; docket.
¢c. Enter Order of Hotice, 3 successive weeks.

On proceedings re: vedevelopment, 2 copies of
Order of Notice are filed.

On those concerning the Director of Public Works,

3 copies of the Petition/Order of Notice are filed.

a. Assign MP number,
b. Stamp all copies of above “true copy attest.”
€. Return copies to attorney.

d. Make publication as required.
1.21
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Office Procedure
Civil Records

CASE REFERENCE NO.

STATUTE
DESCRIPTION FORM| NO. on - PROCEDURE COMMENTS
RULE
Condemnation, cont'd. e. If deposit made, make certain of proper name of
project before transferring to bookkeeper.
Citations Ex. 5} -- A Citation summons an individual to appear before

Publication by Newsnaper

the court at a specified time. It must be issued
in certain M.P. cases, such as in receivership,
mechanics' Yiens and tax liens. It can issue only
upon signature of the judge on the Order or Appli-
cation,

a. Check for judge's signature.
b. Prepare citation; enter signature of clerk.
c. Transmit to attorney for service,

d. Enter in docket date of issuance; later, enter
return of service date.

signed Order of Notice is a prerequisite to pub-
lication of the Order in a newspaper. The order
specifies when and how often the advertisement is
Lo appear.

It is helpful ta maintain a Yist of all news-
apers in the county, for quick reference. When
there is a newspaper in the town in which the re-
spondent resides, publication should be made in
that paper; if not, publication must be made in the
same county in which the action has been brought,
e order often states in which paper publication
is to he made.

[.22

5/78




Office Procedure
Civil Records

&

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
anr

RULE

PHOCEDURE

COMMENTS

Publication by Newspaper,
cont'd,

. Refer to Order of Notice to determine when and

where publication is to he made.

. Make copy of Order; note on order “Copy mafled

to (newspaper) date."

. Send copy of Order and letter indicating dates

to be published and to whom bill is to be sent
(attorney). Be sure to allow sufficient time

for newspaper to receive ad (fqyr to five days
after filing).

. After pubitication, get copy of ad and certify

as to its publication on the specified dates;
file in case file.

Ask attorney whether galley sheets are required,
and how many.

A larger newspaper with which the court often
deals may be willing to send copies of the ad
directly to the court so that the clerk need
not buy the paper and cut out each ad.

5/78




Office Procedure
Civil Records

CASE REFERENCE NO,

STATUTE .
DESCRIPTION FORM| NO. oR PROCEDURE COMMERNTS
RULE
Probate Appeals
Case Processing a. Assign next consecutive probate appeal number:
PA {number).
b. Prepare case file and index cards as for civil
action.
c. Make all entries in Probate Appeal docket. B
Documents Filed RIGLA Within 50 days after entry of order or decree in Beyond 50 days, appellant petitions Supreme
33-23-1 Probate Court, appellant to file: Courit for leave to file belated appeal.
Copy of probate record Similar cases may be consolidated under RIGLA
Reasons of appeal 33-23-17,
a. Issue citations to adversary parties vho Attorneys notify civil assignment office when
entered appearance in Probate Court. case is ready for hearing.
; : g ™~
RIGLA . 1f discontinuance, send certificate or copy of
33-23-13 decree to Probate Coupt.
. If additional citations are requested, issue
only if may be seryed not less than 14 days
before return day,
33-23-19 l. Send copy of Final Deciee to Probate Court,

1.24
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0ffice Procedure
Civil Records

CASE REFERENCE NO.

STATUTE
DESCRIPTION FORM} NO. on PROCEDURE COMMENTS
RULE
Docket/Face Sheet Entries RCP 79 Mulnnainlug a docket for al} civil action cases Clarical staff (clerk typists) type in the
is a statutory requirement; however, no written entries; in Providence, inilials are piaced
- stardards for content are provided as a guide. beside the entry made in case questions later

The docket should serve as a complete summary of | arise. Docket entries an court action are pre-
the papers filed as required by law in the action] pared by courtroom clerks and typed by clerical
and of all court activity and activity of counsel staff.
having a bearing on the case.
Docket sheets are placed in a looseleaf binder; Docket entries should he ryped; the face sheet
the face sheet, which contains duplicate inform- should be the original and the docket sheet
ation, vremains with the case file. the carbon copy. As an oriyginal, the face sheet
Docket entries may be entered at various times will be more easily vead by the judge.
during the day for:

1) filings of documents received through

the mail and over the counter,
2) entries of judgments, orders.
3) court action on hearings.
. 4) _court action on trials {gencrally enLLred
at concTUSIUn of trial). &
i3
General N.B.: Always check case name and number before
making entries to make certaln proper case ’
file has been pulled.
Ex. 10

a. Complete heading information for each page
enter page number at top right,

b, Number each document as it is received to in-
dicate its order in the case file; enter Lhis
nuber in cotuun (no.) at left.

¢, [nter your fnitlals ab left in "Mo." coYuun
whenever you ake an enlry,

1.25

+

Headings should reflect change in counsel if

original counsel has withdrawn. A dupos1t10n
or exhibit is not given a number unless it is
included in case file. This speeds access to
cevtain documents by judges and clerks.

Not & requirement in Newport,

BYA B




CASE REFERENCE NO.

Office Procedure
Civil Records

STATUTE ’

DESCRIPTION FORM] NO. O PROCEDURE COMMENTS

RULE
d. " Ask questions of a, counter or courtroom . . : . - :
clerk if you are uncertain of the proper i
entry.

Documents Filted/lssued A1l documents filed with the court which become Exceptions: cover letters need not be kept;
part of the case file should be enteved {n the papers filed without entry fee.
docket by: (e.g., conplaint must be accompanied

by $10 and Notice of appeal hy $20

date filed (date of file mark), fee in order to be entered in
type of document, e.g., complaint, docket); motions which are entered
SUNONS , under rule of Court.

If answer, or motion (e.g., motion to dismiss)

indicate whether filed by plaintiff or defen-

dant and name if there are multiple plain- g

tiffs (defendants). : -

Ex. N . Proof of service, date served.
. d

Any document issued by the court, such as ci-

tation or bench warrant.

If affidavit, indicate who filed and as to

whom.

Orders, Stipulations, Entries should include:

Judgnents L R R X L . X i
Description of order, stipulation, judguent, A short description assists the judge in
making a quick review of the case.
Hame of judge presiding at session,
Date of hearing to which order refers,
For judguents only; judgment book and page Not a requirement in Kent and Newport, since
nunher 1.26 Judgments are kept by year, 5/78







Office Procedure
Civil Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Court Action/Hearings

Court Action/Trials

These entriuvs are prepared by the courtroom
clerks for the motion and formal/special cause
calendars. The case file and entries are re-
turped to the civil records section after the
court session for docket entries Lo be made.

Type these entries as given; if a question, ask
courtroom clerk.

In general, entries will list:
case name, number,.
name of judge,
what was heard,
action of court,
storage place of exhibits, depositions,
courtroom clerk's signature.

Courtroom clerks retain case file and docket en-
tries until trial has been concluded. An entry
should be made for each day that the case was
heard.

Type entries as given; ask courtroom clerk if you
have questions.

In general, entries will list:
case name, number,
dates trial begins, continues and concludes,
name of judge,
outcome of case,
storage place of exhibits, transcripts,
depositions,
1.27

! » specific samples of entries may be found
in sections Courtroom Procedure, Formal/Special
Cause" and "Motion Calendars."

W




Office Procedure
Civil Racords

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

PROCEDURE

COMMENTS

Court Action/Trials,
cont'd,

courtroom clerk's signature.

If a judgment, you must add:
Judgment book and page nunber,

1.28

See"Entry of Judgnent."”

5/78




Office Procedure
Civil Records

CASE REFERENCE NO.

STATUTE
DESCRIPTION FORM| NO. on PROCEDURE COMMENTS
RULE
Motions File-marked motions are first divided into two

1) Motion Calendar Matters

Motions

categories:

I} HMolion Calendar
2} Formal/Jdury Matters

These motions may be either

1) entered under rule of court
or
2) added to motion calendar.

a. Separate into above lwo calegories.

1) Read motion; the wmotion title does not
always describe accurately.
2) Make sure it is a motion and not an order

to be entered,

1.29

In the smadler counties, molions are sssigned
to the monthly motion day. Formal/special
cause matters will be heard on the Miscell-
aneous Calendar.

See “"Motion Calendar Reference List" for
motions to be automatically placed on calendar.

A motion to compel answers Lo interrogatories
and a motion for an order compelling answers
to interrogatories are: ‘“Entered under Rule
of Court."

The words "if objection be filed" may be a
hint that motion is to be entered under rule
of court. But check with reference page { or
RCP 7(b) ) to wake certain,

O




CASE REFERENCE NO.

Office Procedurs
Civil Records

STATUTE
DESCRIPTION FORM}{ NO. on PROCEDURE COMMENTS
RULE
: . b. Make certain hearing day set out in motion is
Motions, cont'd. indeed a motion day.
If not: return motion to attorney with form
letter stating motion day schedule.
c., Make certain that motion has been recefved
six {6) days prior Lo the hearing date.
If not: Note: "Filed too late--is not timely”
and place in case file; take no further action
d. Make certain case number appears at top of
motion.
If not: check index card file for proper
number, '
"Entered under rule of a. Note at top of motion: “Entered under rule
Court" motions of court."

b, Place all mntions in case number order to be No docket {face) sheet entries need be made.
placed in case files. In Mewport, a docket entry is made; no nota-
tation is made on the motion itself.

1.30
5/78




0ffice Procedure
Civil Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
oR
RULE

PROCEDURE

COMMENTS

Automatically on Calen-
dar Motions

Motions to Dismiss

Multiple-Case Motions

a. Place in order by hearing date requested,
b. Place on "Motion Calendar," entering:
case nmumber, pdarties, attorney names. if
known.

c¢. Place check mark at top of motion to show
entry to calendar has been made.

This is the only motion in this group which re-
quires that a docket (face) sheet entry be made,
Keep these in a separate pile so that case file
can be pulled and entry made.

Occasionally an attorpey will file one document
which cuntains a Vist of cases for which the same
motion is requested. One copy of the motion is
required for each case mumber Tisted.

a. If caopies not included, make one copy for
each case number.

b, Circle one case number on each copy.

c. Follow procedure above, according to place-
ment ow calendar or enlry under rule of court.

Remind attorney, where possible, to include

duplicate copies. ,

5778




Office Procedure
Civil kecords

CASE REFERENCE NO.

DESCRIPTION FORM| NO. 5T6;UTE PROCEDURE COMMENTS
RULE
2) Formal/dury Matters These motions are separated into the following
categories: . .
This procedure for Providence. See
1) Continuous - Jury {none in Neuport) Calendaring/Statistical Reporting
2} Continuous - non-jury {(none in Newport) llandbook. Use of continuous calendars
3} Forwal/special cause (Providence only) varies among the counties.
4} Voonsocket (Providence only). See “Hoonsocket Calendar."
Ex, 12} §-193 Read gpotion to see which type of hearing of those

Continuous - Jdury

¢. Place on calendar;

above has heen requested. These motieas are
usually presented on an Gunibus Assignment form
which contains boxes to be checked for the type
of hearing. Only the white original copy of the
form is retained (yellow may be discarded).

a. MNote “Entered under rule of Court” at top of
motion,

b. Locate last page of "Continuous - Jury" Calen-
dar.

case number, case name,
attorney names.

1.32

In Newport, no continuous calendars (jury or
non-jury) are maintained, however, the cases

to be added are separated at this point inta
jury and nen-jury matters to be later added

to the jury and miscellancous calendars. Phone
numbers may also be included for reference
(Newport).

5/178




Office Procedure
Civil Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Continuous - Non-Jury

Formal/Special Cause

Motions to Altach

d. Place page number of calendar entry at top
of motion,

e. Place papers in stack to be returned to case
file.

See procedure above for Continuous - Jury.
Make entries to “Continucus - Non-dury Calendar."

When this category is checked off, a judge's sig-
nature and a date for hearing nust appear on the
form.

If not: return form to attorney.

Motions to Attach are included in this category.
See below.

a, Make certain date for hearing is a court day.
b, Place motions in order by hearing date.

c. Place on Formal/Special Cause Calendar," en-
tering case number, case name, atlorsey uames.

d." Place check mark (/) at top of motion to show
entry to calendar has heen nade.

e, Place a1} other wotions in pile to be rebwrned
to case file.

This wotion requives that docket (face) sheet en-

trigs be made.” Retain iw separate pile so Lhat

case files are pnlled and the proper entry made,

1,33

This will be used for reference if an objection

to the motion is later filed.
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O0ffice Procedure
Civil Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
oR
RULE

PROCEDURE

COMMENTS

Woonsocket Calendar

Sessions are held here during only two months of
the year (e.g., in 1978, March and Octoher).

a,

b.

o

Make sure date requested is a court date.

Add to "Woonsocket Calendar (case number, case
name, attorney names).

Place check mark at top of motion to show
entry to calendar has been made.

.34
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Metion Calendar Reference List

Set down automatically on motior calendar:

Motions to:

Time:

Dismiss*

Produce

Strike

Quash

Substitute (party/parties)
Default

Protective Order

Entry of Judgment

Summary Judgment**
Withdraw (Attorney to Withdraw)
Vacate or Intervene

Must be filed six (6) days prior to
time specified for hearing.

* Motion to Dismiss - requires case file to
be pulled for docket (face) sheet entry

** Motion for Summary Judgment: must be filed
ten (10) days prior to hearing date.

Motions entered under Rule of Court, unless objection

filed (R C P 7(b})

Motions to: Assign (continuous jury and non-jury)
Consolidate
Enlarge time (R. 6{b)(2))
Leave to serve third-party complaints (R. 1
Amend pleadings (R. 15)
Order physical or mental examination (R. 3%
Compel more responsive answers to

interrogatories (R. 37(a))

Compel answers to interrogatories (R. 37(a)

Time: Must be filed six (6) days prior to time
specified for hearing.

Objections: An objection to any motion must be filed three (3) days prior to hearinqg date.

N.B. A Motion to Attach is assianed to the Formal/Special Cause Calendar.

1.35 5/78




O0ffice Procedure
Civil Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OH

RULE

PROCEDURE

COMMENTS

Objections to Motions

Objections to motions nust be filed within three
(3) days of the date requested for hearing on the
motion calendar. In computing time, the day of
the hearing is coeunted as day 3 and the date of
the file-mark is day 1, o

Case folders are pulled for reference to the
motion being objected to in order to determine
whether the case now needs to be added to the
motion calendar.

a. Make certain proper case folder has been pulled

Check names and number.

b, Check to make sure document is indeed an objec-

tion; titles can be misleading., (It may, for
example, be an objection to an affidavit which
requires a docket entry rather than a motion
calendar entry.)}

c. Determine motion in fi"e to which objection
corresponds to access hoaring date and deler-
mine whether motion has been set for hearing.

If motion is not in file add objection to
hearing calendar (see below).

d. Check that objection is timely - i.e., within
3 days of hearing.

Day 1 - date of fite-mark

Pay 3 - date of hearing
If objection untimely: Stamp on objection
“Filed too late - 1s not timely" and place in
case file (take no further action ),

.36

An “"objection" which lists no date for hearing is
1ikely to be a document which requires a docket
entry and not an objection to a motion.

Wherever there i1s a question, it is preferable to
make the entry to the calendar rather than simply
filing the document in the case file.

5/78




Office Procedure
Civil Records

CASE REFERENCE NO.

STATUTE
FORM|] NO. on

RULE

DESCRIPTION

PROCEDURE

COMMENTS

"Entered Under Rule of
Court" Motions

Motions already entered
on

e, Make certain date requested is a molion day.
If not, relurn to atlorney,

I'f a timely objection has been received, the case
fust be added to the motion calendar.

a. Use block-out stamp to abliterate "Entered
under rule of Court" stamp.

b. Add to motion calendar for date indicated on
original motion.

When a page number appears at the top of the mo-

tion, locate that page in the appropriate calendar

{continuous-jury/ non-jury }

a. Locate case number on page.,

b, Line-out; write “abjection filed, date."

¢. Make new entry Lo motion calendar.

When a check-mark appears at the top of the motion
it indicates that Lhe case has already been-added

to the motion calendar. Place a check-mark on the
objection and place it in the case file,

1.37

If the corresponding motion does not appear
to be in the case file, assign calendar date
indicated on objection.
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Civil Records

CASE REFERENCE NO,

DESCRIPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Default Jdudqgments

Affidavit and Request
for entry of Judgment

Entry of Default

Ex. 13

Ex. N

S-203

S-135

A defendant who fails to answer within 20 days of
service of the civil action complaint may be
defaulted for not answering upon application by
the plaintiff's attorney and upon certain other
fitings and conditions. A clerk or designee

can enter default if the conditions below are met!

Upon receipt of application for entry of default
and affidavit:

a. File-mark documents and pull case file.

b. Has defendant filed an answer?
If so: stop; no further action may be taken.
No? Continue below,
If there are multiple defendants, default may
be entered only against defendant who has not
answered. !

c¢. [Is there proof of service in the file?
Have 20 full days elapsed since service?
if yes to bath: contlinue.

d. llave documents been notarized?

appear?

If the above requirements are fulfilled, the
Clerk may now enter default; however, additional
review of the claim is necessary before the clerk
may cnler a default judgment. -

1,38

“See Default Judgment," below.
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Office Procedure
Civil Records

CASE REFERENCE NO.

STATUTE
DESCRIPTION FORM| NO. OR PROCEDURE COMMENTS
RULE
Cntry of Default, cont'd. a. Sign on appropriate place on form to enter
default,
b, Insert case papers in file and transfer to
civil records for docket entry.
c. Enter on docket (face sheet "Default entered
by clerk as to name defendant)."
Default Judgment Ex. 14 |S-202 The application for entry of default and that for

Judgment by Default upon
Application to Clerk

entry of default judgment must appear on two
separate pages.

a. File-mark all documents and examine:
Hlas the plaintiff filed an affidavit set-
ting forth that defendant is not a minor,
or incompetent, nor in military service?
If yes: Continue.

Is the amount of claim a sum certain? and
is it the same or lesser amount {exclusive
of interest) as set out in the complaint?

A sum certain is an amount which can be
verified by computation--i.e., no attorney
fees or damages for pain and suffering may
be inc ded.

[f amount is not for a sum certain: con-
tact attorney; inform him to set case on
Formal/Special Cause Calendar Lo prove
damages.  In this case, Lhe clerk can enter

1,19
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O0ffice Procedure
Civil Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on

RULE

PROCEDURE

COMMENTS

Entry of Default
Judament

Answer filed by defen-
dant after Default
Judgment

default as to the defendant, but default

Judgment must be eatered by the court.

If for a sum certain: continue below:

Enter your signature in appropriate place
on torm.

Insert all papers in case file and transfer
to civil records for docket/face entry.

Enter copy of default judgment in judgment
book, See “Entry of Judguent."

Enter on docket/face sheet: UDefault judgment
entered by (clerk) for tne (plaintiff) in
the amount of §___ plus (intrrest) plus -

$_(costs). DBoaok No., page

File-mark and enter on docket/face sheets
“Answer filed out of time."

Notify the plaintfiff's attorney that an
answer has been filed out of time.

Notify defendanl's attorney that he must
make proper motions to remove default
Judgment

5/78




Office Procedure
Civil Records

CASE REFERENCE NO.

STATUTE
DESCRIPTION FORM| NO. OR PROCEDURE COMMENTS
RULE
Entry of Judqment A copy of any judgment, d.e., a judgment on ver-
dict, on decision, by default, etc. must be enterad
in a book kept for that purpose. The book serves | A stipulation or agreement is not a judgment and
as a quick reference to the judquent when the case] is nol to be entered in this book.
file is not immediately available.

The judgment book is actually a ring binder in This is procedure for Providence. Kent County
which are entered one hundred judaments. Each maintains the Judgment Book by year, Oiner
binder is assigned a book number and each judgment}counties do not enter book and page number on
receives a page number which is the next consecu- | judgment.
tive number, assigned in the order in which judg-
ment is entered.

a. Determine book and page number in which copy of{ To keep track of the last book/page number
judgment is Lo be entered. assigned, maintain a list of numbers 1 through
100 for each book and cross off the number once
it has been used.
Ex. 14{5-202 b. Enter book and page number on judument,

¢. Photocopy the judgment.

d. Insert copy in judgment book; return original
to case file. )

e. Make entry to docket/face sheet, including

Name of judge, Judgment entered (state
Judquent), Book #, page.

I.a1
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Civil Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
oR

RULE

PROCEDURE

COMMENTS

Notice of Appeal
to_Supreme Court

Notice

The Notice of Appeal from judgment or deci

of the Superior Court must be filed within 20 day:

sion

after the date of entry of judgment. If the 20th

day falls on a Sunday, the allowable time is ex-

tended to Monday.

No action wmay proceed on the Notice of Appeal

unless it is accompanied by the $70 fee.
appellant claims to have insufficient funds

If the
to

pay the fee, inform individual that he must con-
fer with the judge for leave to file the notice

of appeal without payment.

Upon receipt of timely Notice of Anpeal and fee

(or authorization not to pay):

a. File-mark Notice; prepare receipt, give

original to appellant.
b, Enter receipt number on Notice.

¢, Screen Notice for proper campletion.

Is a

transcript needed? If no mention of tran-

script, check with attorney.

Attorneys are responsible for ordering

transeripl and for prepaysient of osUinaLed

1.4?

If the Notice is not timely, of if fee does
not accompany Motice, contact attorney and
inform of proper procedure. (A courtesy onty)

The official Notice of Appeal forw has a box to
check for whether a transcript is nceded;
aLtorneys using a different form may forget

to mention the transcripl, which must be
ordeved within 10 days from the notice,

Wy




Office Procedure
Civil Rerords

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
oH
RULE

PROCEDURE

COMMENTS

Notice, cont'd.

Supreme Court returns
case

cost, paid through the office of the Superior
Court Administrator. The attorney brings the
transcript to the court upon its completion.

d. Mail copy of Hatice to each attorney of
record.

e. Enter in docket: date Notice filed “Notice
of Appeal filed by plaintiff (defendant)
and copy of notice mailed to __
{Transcript ordered.)"

f. If transcript is not needed, or when tran-
script has been filed with Court:
Gather together all case papers, including
depositions,exhibits and transcripts for
transfer to Supreme Court,

g. Enter on docket/face sheets: date certified

to Supreme Court--"Al1 papers, including
transcripts and exhibits transmitted to the
Clerk of the Supreme Court.®

The Supreme Court will return the entire case
as well as a copy of the Supreme Court Opinion.

a. File-mark opinion.

b. Inter on docket/face sheets: “late, case, file

transcript and exhibits received from the
Clerk of the Supreme Court. In accordance
with an opinion filed in the Supreme Court

1.43
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0ffice Procedure
Civil Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
oA
RULE

PROCEDURE

COMMENTS

Supreme Court, cont'd.

e.

by Mr. Justice ___

, (state apinion
findings).

Contact attorueys of record by phone to in-
foym of Supreme Court opinion.

Mail copy of opinion to attorneys of record.

Store exhibits, deposilions and transcript
in appropriate place and indicate storage
area on docket page.

PMace case file in case number order,

The Superior Court opinion is confidential
until attorneys have been notified.
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Office Procedure
Civil Records

CASE BEFERENCE NO.

DESCRIPTION STAg;‘UTE PROCEDURE COMMENTS
RULE
Executions_ 9-25-5 a. Upon request for execution, collect $5.00 fee The clerk might save the requestor and the office
“Reques ted and prepare receipt, giving original to time by asking at this point whether at least 20
reques tor. days have elapsed from entry of judgment and
whether Notice of Appeal has been filed.
b. Enter on List of Executions Ordered:
docket number
name of case
requestor's name {(and address, if to be sent)
receipt number
Prepared RCP 69 Before an execution may issue, the following con- | In Providence, a courtroom clerk prepares the
RIGLA ditions must hold: Execution. A clerk should check that it is pra-
9-25-3 + Judgnent has been entered for at least 20 per for execution to issue before instructing
days and no longer than 6 years clerk-typist to type form. If Execution re-
- No Notice to Appeal has been filed quested on Promissory note, copy of promissory
RIGLA « No other motions to stay appeal or execution | note must be on file before execution may issue.
9-25-4 have been filed.
RIGLA a. Complete execution form, striking non-applicabldq If execution against trustee or trust estate,
9-25-1 items and adding claim interest accrual if see RTGLA 9-25-12,
applicable and cost amount. :
RIGLA Include:
9-25-14 date of rendering of judament

return day {6 months from date of issuance,
Lo be court day)

name of attorney

court seal

clerk signature
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Office Procedure
Civil Records

CASE REFERENCE NO.

STATUTE .
DESCRIPTION FORM| NO. OR PROCEDURE COMMENTS
AULE
Prepared, cont'd. b. Transmit to requestor. Attach copy of Promissory nole to Lxecution and
return to requestor.
c. Enter "date, execution issued," in docket.
d. Cross off entry on execution ordered list.
Returned a. File-mark.
b. Enter in docket "execution returned {wholly) If unsatisfied, Supplementary Proceedings may
satisfied (unsatisfied)" follow. See below.
¢. Place in case file.
Additional Executions RIGLA The oriqinal Execution expires after 6 months, If
9-25-20 not served within that time, the requestor may,

upon return of the original execution and payment
of $5.00, receive an "Alias" Execution. Upon ex-
piration of the "Alias," a 1st, 2nd, 3rd, etc.,
"Pluries" execution wmay be issued.

a. Add to 1ist of executions ordered, as above,
collecting fee.

h. Conplete new execution form, changing date of

issuance, and indicate "Alias" (or Pluries) at
top.

1.46

If the original has been lost, attorney's affi-
davit approved by the judge must be filed in
order for executiop to issue.
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Office Procedure
Civil Records

CASE REFERENCE NO.

STATUTE
DESCRIPTION FORM} NO. on PROCEDYURE COMMENTS
RULE
Additional Executions, c. Issue to requestor.
cont'd.
: d. Make docket entry; place original expired
execution in case file,
Supplementary Proceedings An unsatisfied execution must be returned before
I - an application for a citation in supplementary
proceedings will be approved.
Application for Citation [Ex. 1 5-174 | RIGLA This form must have been filed and signed by judge| This is a Formal/Special Cause matter.
in Supplementary 9-.28-3 before citation may issue.
Proceedings
Citation in Supplementary|Ex. 18] S-175 a, Upon receipt of properly signed application apd | Present fee is $1.00, ]
- Proceedings payment of fee: prepare citation, taking in- If citation is to be served on a corporation, a
formation directly from application. specified officer of service must be named.
b. Issue original to requestor.
c. Note date of service on citation in dacket,
Writ of Body Attachment {Ex. 19}5-176 | 9-17-7 If the defendant fails to appear on the return day

named ip the citation, the court may vequest the
clerk to prepare a Urit of Body Attachment,

a. Prepare farm.

b. Affix court seal; enter clerk‘s signature.

:. Give original to attorney,

¥.47

5/78




Office Procedure
Civil Records

CASE REFERENCE NO

STATUTE )
DESCR/|PTION FORM|] NO. OR PROCEDURE COMMENTS
RULE
Writ of Body Attachment, d. Place return of service in case file (on
cont'd, original attachment, returned by sheviff when
defendant brought to court).

Order to Show Cause £x. 2 RIGLA a. At direction of court, prepare Citation {(no
Citation 9-28-6 charge).

b, Affix court seal; enter clerk's signature.

c. Give original to attorney.

4. File return of service.

I.48
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Office Procedure
Criminal Records

CASE REFERENCE NO.

STATUTE
DESCRIPTION FORM| NO. OR PROCEDURE COMMENTS
RULE
Entry of Case The information and indictment packages are re- This number was given to the Attorney General

Indictment {red folder)

Information (green folder)

Criminal appeals
hiue folder

cetved from criminal scheduling in case number
order along wilh the pink copies of the Notice of
Arraigument,

a.

g.

Stamp each falder and index card with case
number.

Stawp “information filed" or “indictment filed
on face sheet and docket sheet alony with date.

For indictment cases, on inside of case folder
enter amount of court costs to be charged.
Enter arraignuent date on face sheet,
Complete index card, entering:

1} defendant’s name

2) charge(s) Visted for defendant.

Place index cards in alphabetical pending file

Type labals for case file folder, entering:
title of case.

pPlace face shee. in case folder and docket
sheet in docket book.

Place case file folder in numerical sequence.
Assign case numbers upon filing of District

Court misdemeanor complaint; stamp folders
index card with case number,

1.49

earoers by the Clerk's Office.

The Court costs are divided equally among
all defendants mentionea in indictment or 1in-
formation.
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CASE REFERENCE NO.

Office Procedure
Criminal Records

STATUTE
DESCRIPTION FORM] NO. oR PROCEDUARE COMMENTS
RULE
Criminal Appeals, cont'd b fnter date of filing on face and docket sheets. | The costs are entered by District Court
) on the bottom of the misdemeanor complaint;
c. Enter costs an inside af case folder. if no entry appears, costs arve assumed to be
$3.50.

d. Prepdre index card; place in pending file.

el

. Type 1abel for case file folder.

f. Make copies of complaint, and docket sheet and
send to attorney general,

g, Place case folder in numerical file.

. Make entry to calendar titled “serious mis-
demeanors "
1) defendant's name
2) case nunber
3) charge{s)

e
1.50 5778




O0ffice Procedure
Criminal Records

CASE REFERENGE NO.

DESCR|PTION

FORM

NO.

STATUTE
[211]
RULE

PROCEDURE

COMMENTS

Index Card File

Two index card files are maintained:
disposed,

a. Enter on card:

Defendant name.

Indictwent/information number.
Charges and counts of indictment.

last nane.

posed.

ﬂ. Place in disposed file.

.51

pending and

b. Place in file a)phabetically by defendant's

c. Enter date and disposition when case is dis-

In Newport only one index card file is
maintained, including both .ending and closed
cases, . .
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Office Procedure
Criminal Records

CASE REFERENCE NO

DESCRIPTION

FORM

MNO.

STATUTE
oRn
RULE

PROCEDURE

COMMENTS

Criminal Appeals
“{Traffic)

Appeals from District Court are forwarded to the
Superior Court. When file is reccived the follow-
ing pracedure should be followed:

d. Stamp date of Filing on face and docket sheets;
enter heading infavmation.

b. Check for yellow summons. (Contact District
Court if missing.)

C. Assign case nunber, and enter on folder (blue)
and index card.

d. Prepare index card:

V. Defendant's name
2. Charge(s).

€. fFile index card in alphabetic pending file,
f. Type lavel for case file folder.

9.  Make copies of summons and docket sheet and
forward to Attorney General

M. Place case folder in numerical file,

o Make entry to caiendar titied “Serious Mis-
demeanors®:  (Log Book|

. Mefendant's name,
2. Case nuaber,
3. Charge(s).

1,52

If a blue transfer card accompanies the file
from District Court, stamp with Clerk's sig-
nature and return card to District Court to
certify receipt of file.

In Newport, when there are multiple defendants
on the same case, a docket sheet is made up

for cach defendant, but kept in sane case

folder. fach docket sheot is assigned an alpha
character to corvespond to a particular defendart
so that charges and court action on individuals
are clear,
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Office Procedure
Criminal Records

-y

CASE REFERENCE NO.

STATUTE
DESCRIFTION FORM|{ NO. oR PROCEDURE COMMENTS
RULE
; - _—- a. Check back of supons for disposition: fill
Disposition (Guilty) in if not already entered.

b. Make entry to docket and face sheet,

c. Make entry on index card and place card in
disposed index card file.

d. Complete abhstract of case and (white'copyj In Newport a certified copy of the judgment
qnd forward to Bcglsgry of Motor Vehicles and the original summons serve as the abstract
and flureau of Violations. sent to Motor Vehicles. A certified copy of

the yellow summons is sent to the Bureau of
Sentenced 13 Priving No. a. Complete the above steps a - d. Violations.

Schoo)

Daily Transmittal List

b. Check order of court for judge and clerk’s
signature.

¢, Place order in case file folder.

The following procedure should be performed for
all criminal appeal traffic dispositions:

a. Cowplete transmittal form:

Summons number,
Defendant name,
Judge naue,

O fficer's number,
Date of disposition.

el ol S e

b. Place original in file

¢c. Forward copy to Bureau of Violations 6th
District Court. 153

No transmittal list grepared in Newport.
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Office Procedure
Criminal Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR

AULE

PROCEDURE

COMMENTS

Cqsh Bail Rpceivcd

. Complete headiny information on Rail Recog-

nizance form,

. Read conditions of bail to defendant.
. Enter conditions of bail on form.

. Upon posting of bail, have defendant sign form

in “Release ordered" section.

If bail is posted by other than defendant,
tiave that person sign underneath defendant's
signature and address,

. Make out receipt for bail in duplicate: give
original to defendant {or person posting bail).

. Place bail form in case folder.

. Give case folder and money to bookkeeper for

deposit Lo Registry Account,

. Place copy of cash receipt in numerical file

for State Audit,

Property bail affidavit is reviewed and
approved by the Attorney General's office,
then submitted to the clerk for prepar-
ation of Bail Recognizance form. Procedure
at left applies excluding receipt and money
references,

See Financial Matters, "Registry Account.”
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0ffice Procedure
Criminal Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
oR
RULE

PROCEDURE

COMMENTS

Cash Bail Posted
UVocket bntry

Cash Bail Returned

Once the cash bail has been received and the re-
ceipt and forms have been completed the clerk-
typist must record the transaction on the docket
and face sheet. Since the clerk is called on to
furnish case infarmation to interested parties,

an alphabetical index card system is maintained
for the recording of cash bail for each defendant.

4. Type cash bail index card from courtroom clerk
notations. The information contained on the
index card includes:

1) defendant's name

2} date of birth

3) case mmber

4) charges

5) amount of cash bail

6) date bail was posted

7} name and address of individual furnishing

bail

and date."

:. Give case folder and docket sheet to bookkeeper
for entry.

:v Return case folder to file,

lefore cash bail may be returned to individual who
posted bail;

a. Check to see that matter has been disposed of,
‘1,55

b, Make entry to face and docket sheet "Bail posted

In Newport a book entry is made containing
case number, case name, and amount. The
duplicate receipt is attached to the page
entry.

Bookkeeping entry to face sheet would be “Cash
bail in the sum of $amt. received and deposited
into the Registry account - Page No.."

5178




Office Procedure
Criminal Records

CASE REFERENCE NO.

DESCRIPTION FORAM| NO.

STATUTE
OR

RULE

PRAOCEDURE

COMMENTS

Cash bail returned, cont'd | Ex.24] ~-

. Complete Form "Order Payment of Money from

Registry” entering the Ffollowing information:
1) case number

} defendant's name

Y name of individual to whom money is to be

returned

} date order is entered

Y state the disposition of case

Secure signature of Judge.

. Give Order and receipt to haokkeeper for

payment. The individual will be sent a check
in the proper amount,

. Make entry to face and dockel sheet "Order
entered for the return of cash bail," and date.

. Place case fotder 1u file.

. Make enlry on cash bail index card “Order

entered for retura of cash bail," and date.

. Place index card in disposed section of 1ndex

file.

See Financial Matters, "Registry Account.”

In Bewport, update cash bail page, including
checy number for return of bail; staple originai
receipt for bail to entry page.
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Office Procedure
Criminal Records

CASE REFERENCE NO.

DESCRJPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Bail Forfeiture

Notice of llearing

After Hearing

RCrP 46 (2g)

The Attorney General’'s office petitions the
court for forfeiture of bail. 1If the motion

is granted by the court and hearing is scheduled,
the clerk notifies the parties as following:
Prepare for mailing to defendant and surety aof
record (if different from defendant).

a. Copy of the Motion (Petition).

b. Copy of Lhe order of hearing signed by the
Judge.

c. Sign clerk's certificate of service.

d. Send by regular mail to the defendant and
surely of record, where applicable.

e. Place original petition, order and notice in
case file.

After hearing on bail forfeiture the court way
vacate the forfeiture of bail and the defendant
may continte on bail) or, the court may forfeit
the batil. f bafl is forfeited the Attorney
General is required to make up an order for ex-
ecution of bail forfeiture to issue and Secure
the judge's signature on the order of execution.

By order of the court the clerk then issues the
execution against the surety for goods and
chatiels., i.57

The order specifies the date and time of
the hearing,

This form is prepared by the office of
the Attorney General for the clerk's sig-
nature.

The Attorney General acting for the people
of the State of Rhode Istand determines
the amount of satisfaction.
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O0ffice Procedure
Criminal Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

PROCEDURE

COMMENTS

After hearing, cont'd

a. Conplete execution form.
b. Give to sheriff foy service upon surety.

The court may ovder a bench wavrant to issue
against the defendant.

See "Civil Records."

See "Bench Warrants.”

5/18




Office Procedure
Criminal Records

CASE REFERENCE NO

TATUTE
DESCRIPTION FORM| NO. S OoR

RULE

PROCEDURE

COMMENTS

Posting motions

Motions arrive in the clerk's office either by
mail or are filed over the counter. When a motion
is received, it is file marked, and sent to crim-
inal scheduling where it is placed on the appro-
priate calendar to be heard and notices are sent
to the parties. Holtions are then posted as
follows:

a. Separate motion by year. The year is the two-
digit number which precedes the case number,
i.e., 78-0011.

b. Place all motions in numerical sequence by case
number within year

c. Pull case folders.
d. Pull docket sheets from books.
e. Enter on face and docket sheets:
1) Type of notion
2} Date mation was filed.

f. Place motion and face sheet in case folder
and file in proper location.

g. Place docket sheet in docket book.

[.69

This is procedure for Providence only. The
Attorney General's Office performs the functions
of the Criminal Scheduling Office in the other
counties. ’
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0ffice Procedure
Criminal Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
0R
RULE

PROCEDURE

COMMENTS

_&Qyﬂlyafr@ng}§§ynncg

Ex, 25

Ex. 26

failure to appear in court ab a specified time
nay result in the judge ordering a bench warrant
lo ssne for the arvest af a defendant,

The clerk is responsible for preparing bench
warrants; maintaining separate active and ipactive
alphabetical card indexes. An active index card
file is maintained for all warrants outstanding;
once a defendant is apprehended, a natation is
made and the index card is placed in the in-
active index card fite. The clerk also keeps a
warrant log book where the status of bench warranty
is maintained.

Once the clerk receives a case file folder with
the couwrtroom clerk's notation to issue a bench
warrant the following procedure is used:

a. Check active warrant index card file (do not
issue new warrant if the defendant has an
outstanding warrant).

b.  Prepave warrant of arrest on Indictment/In-
formation Form, entering:

. Heading informatian (defendant name, date
af birth and indictuent or information
nunber, )

. Befendant name, counts and charges, and
statule.

. Date and sign form,

. Transwtt to Department of Altorney General
Case Contrel Division.

.60

Newport uses a book entry system to keep
track of issuance and recall of bench
warrants. A docket entry of the issuance
is also made.
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Office Procedure
Criminal Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Bench warrant issuance,
cont'd

Cancellation of Marrant

¢. theck inactive warrant index card file for
o previously issued warrant on defendant.

If defendant has a card in inactive file,
add new information to file and place index
card in active warrant file.

d. If no index card in active or inactive file,
make up new card.
Card to contain:
1) Befendant name,
2) Date of birth (DOB),
3) Case punber,
4) Charge{s)
8) Date warrant issued.

e. Place index card in active file,

f. Make notation ip warrant books:
1) Case number,
2) Defendant name,
3) Date warrant issued.

Notification of a defendant's apprehension may be
received from attorney general, committing squad
or defendant's attorney. Once notification to
cancel bench warrant is received, the followiny
procedure is used:

a. Make sure defendant's case file is in court-
roon,

[.61
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O0ffice Procedure
Criminal Records

CASE REFERENCE NO

DESCRIPYION

FORM

NO.

STATUTE
ofl

RULE

PROCEDURE

COMMENTS

Cancellation. cont'd

b.

f.

Notify atiorney genvral's office that de-
fendant is in court and warrant is “can-
celled.”

Pull index card from active card file.
Write cancellation date on index card.
Place index card in inactive card file.

Write concellation dare in warrant book.

At the end of the day by Lhe court's direction;

g.

h.

Prepare cancellation order enteriung:

V) Defendant name,
2) Court action taken that day.

Transmit copies of order to;

1) Attorney general,
2) File.

1.62

In Newport, the entry in the warrant boog
is Vined out; the cancellation date is
entered in the docket only,
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O0ffice Procedure
Criminal Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

T staTuTE
OR
RULE

PROCEDURE

COMMENTS

Face and Docket Sheet
Entries

Expungement Procedure

Ex. 27

Once matters have been heard in court and the
courtroom clerk attaches the entries {notations)
to the file folder and the folders are screened
by the scheduling office they are then forwarded
to Criminal Records where the following procedure
takes place:

a. Pull corresponding docket sheet from docket
books.

b. Type the courtroom clerk's entries on the face
and docket sheels.

c. Place docket sheet back in docket books.
{. Place face sheel {in case folder,

:. File case folder 1n numerical sequence.
On receipt of judge's signed order:

d. Block out name of defendant from docket/face
sheet and index card.

h. Seal records.

. Return to case file,

1.63
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O0ffice Procedure
Criminal Records

CASE REFERENCE NO.

TATUTE
DESCRIPTION FORM{ NO. S on PROCEDURE COMMENTS
AULE
Disposed Cases
- Judyment of Acquittal {£x.20 | ~- RCcrp 29{a) efense counsel moves for acquittal under Rule 2Y9a
(Rule 29a) and the court grants motions.
~ By Jury Ex.29 | -- RCrp 29 a. Complete form,
. Signature of Judge and Clerk must be on form.
c. Place form in case folder,
f. Make entries to face and dacket sheets,
2. Pull case index card from pending file,
. Make entry of disposition on card.
j. Place index card in disposed case index card
file. (1f nu other charges are pending.)
Judgnent of Conviction and ’
Commi tment Ex.30] s-207 lefendant is sentenced to jail for a specified

1. Sentence Imposed
Defendant in Jaf)

).

h

eriod of time.

Compiete form.

Cheek to make sure Judge and Clerk have signed

form,

COriginal of Torwm 1s kept in gase fodder,

.64
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O0ffice Procedure
Criminal Records

CASE REFERENCE NO,

DESCR|PTION

STATUTE
OR

RULE

PROCEDURE

COMMENTS

Defendant in jail, cont'd.

2. Sentence Suspended
Defendant Placed on
Probation

Judgment and Disposition

d. Send copy to jail/institution where defendant
is incarcertated.

e, Make face and docket sheet entries.

f. Pull case index card from pending file and
make entry of disposition an card.

9. Place index card in disposed case index card
file.

Follow same procedure as above with the follow-
ing exceptions:

a. Cross out nonapplicable phrases on form.

b. No copy of form need be sent to jail or pro-
bation.

¢. Place in case folder.

Defendant is placed on probation; no sentence

imposed nor suspended. This form is also used

if sentence is deferred.

a. Complete Form.

b. Make sure Judge and Clerk's signature {s on
form,

c. Place form in case folder.

.66

5/78




Office Procedure
Criminal Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

PROCEDURE

COMMENTS

Judgment, cont'd,

Violation Hearingys

d. Make entries of disposition on face and docket
sheet.

¢. Pull case index card from pending fiie and
make disposition entries on card,
f. Place index card in disposed card file,

Defendant is brought in as a violator of ‘an im-
posed condition {probation, referred or suspended
sentence, personal recognizance, bail) and either
is found quilty or pleads to the charge.

a. Make entries of disposition of case to face
and docket sheets,

b. Pull case index card from disposed index card
file and make entry on card,

¢, Place index card back in disposed card file.

d. Place case folder in file,

1.66

5478




Office Procedure
Criminal Records

CASE REFERENCE NO.

DESCRJPYION

FORM

NO.

STATUTE
oR
RULE

PROCEDURE

COMMENTS

Habeas

Return of Habeas

Ex. 32

This document 1s used to release defendant(s) from
ACT (IMI or Women's Reformatory) for an appearance
in court. This document is prepared by the clerk
and is given to the committing squad the day
before defendant is to appear in court.

The Attorney General's OFffice sends a request
for habeas to the clerk. Check to see that all
defendants' names appear and prepare the writ of
habeas corpus, using the Attorney General's sample
as a quide,

a. Place date, time and place of appearance on
form,

b. Enter: defendant name and case number.

c. Enter date and signature.

d. Transfer to comnitting squad.

Tﬁe comiitting squad should return all habeas

forms at the end of each day.
Place habeas in falder, most recent on top.

1.67
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Office Procedure
Criminal Records

CASE REFERENCE NO.___

DESCRIPTION FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Collection of Fines and
Costs
Cash
Cashiers checks
Certified checks

Ex. 1

After fine and costs are imposed in court the
sheriff escorts the defendant and the case file
to the clerk's office.

a. Ask defendant for payment amount of fines
and costs.

b. Complete receipt and give to defendant or
party making payment.

c. Make entry to cash journal:
1) Amount of fines and costs.
2) Case number.
3) Defendant name.

d. Give money to fiscal clerk for entry to fines
and cost account,

.68

No personal checks are to be accepted as means
of making payment,

See Financial Matters Handbook for entries
and deposit of money to Fines and Cost
Account.
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Office Procedure
Criminal Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

PROCEDURE

COMMENTS

Criminal Appeal to
supreme Court

Transcript Received

Supreme Court Finding

After judgment or judgment of conviction is en-
tered, defendant has 20 days within which to file
his or her Nolice of Appeal.

a, Date-stamp and file original notice in case
folder.

b. Send copy to Clerk of Supreme Court for
monitoring.

c. Send transcript and file to Supreme Court
Clerk and exhibits, if requested,

d. Complete blue card,
e. File card in place of file folder

Case folder is returned to Superior Court Crimin-
al Records.

a, Make notation to docket,

b. Place case folder in file.

1,69

There is no appeal filing fee for criminal

matters.
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O0ffice Procedure
‘ Criminal Records

CASE REFERENCE NO.

STATUTE
DESCRIPYION FORM§ NO. Ton PROCEDURE COMMENTS
RULE
fugitive from Justice RIGLA 12-9-3 | When another state wishes a fugitive from justice

1. Other state as demand-
ing state

Fugitive befare Court

Waiver of Extradition

Hrit of tlabeas Corpus
Granted

RIGLA 12-9-9
-10

RIGLA 12-9-12
RIGLA 12-9-30

residing in Rhode Island returned to that state
(the demanding state)} it prepares and forwards
two sets of requisition papers to the Rhode
Island Secretary of State

The Attorney General's office prepares Lwo copies
of the Governor's Warrant demanding the arrest
of the fugitive.

When the fugitive is arrested and brought to
court, the judge explains his rinhts either to
extradition proceedings and Writ of Habeas Corpus
or Waiver of Extradition.

If the defendant elects to waive extradition pro-
ceedings, the signed Waiver of Extradition form
and the Governor's Warrant is sent to the Attor-
ney General; a certified copy of Lhe waiver and
Governor's Warrant is given to the agent of the
demanding state,

1f the fugitive wishes to challenne the legality
of the arrest the judge aillows the defendant
reasonable time to apply for a Mrit of labeas
Corpus.

If the court grauts.the Writ of Habeas Corpus
the defendant is released.

Make entry to face and docket shoot,

.70

’

The writ is entered as a Miscellaneous Peti-
tion and a case folder is prepared. A copy
of the writ is transmitted to the agent of
the demanding state.
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O0ffice Procedure
Crimina) Rocards

CASE AEFERENCE NO.

STATUTE
DESCRIPTION FORM|} NO. OR PROCEDURE COMMENTS
RULE
Writ of Habeas Corpus If the court denies Writ of llabeas Corpus, the
{continued} defendant is ardered to the demanding state and
Denied placed in the custody of the agent of the state
named in the Governor's Warrant.
a. Give copy of Govérnor‘s Wari_.it to agent
named in the warrant.
h. Make entry on Governor's Harrant and on the
Writ of labeas Corpus (Miscelleneous Petition)).
c. Make entry on face sheet and docket sheet
that Writ of Habeas has been denied.
d. Forward copy of Governor's Warvant and Writ
of llahcas Corpus to Attorney General,
2. Rhode Island as Demand- RIGLA 12-9-6 | a. At request of Attorney Cencral prepare two

ing State

sets of requisition papers:

. Copy of Information/lndictment.
. Certified copy of Arrest Warrant.
. Certified copy of any judgment.

. Certified copy of Docket sheet.(RIGLA 12-9-4

b. Prepare Exemplification forms. (Only for
copy to be sent out of slate.)

L.

See"Exemplified Copies.*
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RECEIFT

V/,g‘f‘% STATE OF RHODE ISLAND

SUPERIOR COURT
PROVIDENCE and BRISTOL COUNTIES

No. 30658

MONEY
CASH ORDER CHECX

- O O @ m,

A From \S/( U/z, _/ér_' L_ |

. ;L e
,//(f‘('/zf/m.g vs./[/’,;}-r/ﬁg./;

EXECUTION =~

CIVIL ACTION :
‘ - RECORDING FEES / ViR ha
' :Sg__,.—ﬁs;:_’—"”

MISC,; PETITION

"\l‘\

\. § -
\;.\_}’/7 %‘1’

PRUBATE APPEAL

‘Tt"OGRAPHERS ACCT.; Py
' IR ETER
CORlES \o‘_

NOTARY CERT. =g

HASEAS CORPUS PETITION

[

TOTAL /
sEveDay ‘4_[ l(/ By

If r":mved on c:cLun‘ pruvlously billed, indicate by
AR opposne amount.

5/178

I.72
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STATE OF RHODE [SLAND AND PROVIDENCE PLANTATIONS

OFFICE OF THE CLERK OF THE
SUPERIOR COURT

Providence, sc. Providence,........... e e A.D. 19...........

Lpveeianniidert it S i e ,Deputy Clerk of the Superior Court of
said State for the Counties of Providence and Bristol, the same
being a Court Record and having by law a seal,

DO HEREBY CERTIFY, thatuucciieeiieeeeresiabe s Sasiemauiaeenas RO O O OP OO UUPORP USRS
whose name is subscribed to the annexed certificate was at the time of signing said certificate a
NOTARY PUBLIC in and for said State 0f RAOUE 1SIENT.........ciiiiiioreiienrieieirieesiisiaserecisreseessesessenrensasenns
duly appointed and qualified, and authorized to administer oaths and take depositions and to take the
acknowledgment or proof of deeds or conveyances of lands, tenements or hereditaments lying in said
State and which deed or conveyances are z‘o be recorded in said Stare; that | am well acquainted with
the handwriting of $3id.......cocveeeverruiin. PRI Y e s s e nb e e s e s aress
and verily belisve that the signature to the sa/d Certificate proporting to be his, in genume that the
laws of said State do not require the use of a seal by a notary and no copy of a notary’s seal is on file
or required to be on file in this office.

In attestation whereof, | hereunto subscribe my name, and

arfix the seal of said Court, the day and year above written

............................. teviiiinmseenrenene e Deputy Clerk.,

5-1£,8 8-73

5/178

1.73

Office
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STATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS

OFFICE OF THE CLERK OF THz
SUPERIOR COURT

Pa ! A.D. 19 .

Providence, Sc. Providence

I, ! i , Clerk of
the Superior Court of said State for the Counties
of Providence and Bristol, the same being a Couxt
of Record.

DO HEREBY CERTIFY, that (o L -
is a DEPUTY SHERITF in and for said Stace and as such was at the tire

ervice of the within paper, duly aDpOlnted and qualified, and authoriz
perform all the duties of a DEPUTY SHERIrF that I am well acquainted 37

the handwriting of said 4 ol - and verily b
that the signature to the said Cerulglcate purport110 to be his, is 3

-

s

[

Pl

e BB
(@]

o

.

oo

ca

1o

bt '._I

)
3
™

)
r

In attestation whereof, I hereunto subscribe
my name, and affix the seal of said Court, the czy
and year above written. ‘

- AR , Clerk

OFFice
Exhibit 3




CERTIFCATE AS TO SEARCH OF RECORDS

State of Rhode Island and Providence‘Plantations.

Providence, Sc

I, Joseph Q. Calista,

Office of the Clerk

of

Date

Clerk of

the Superior Court

f

=D

the Superior Court

of said State, for the Counties of Providence, and
Bristol, pursuant to: GENERAL LAVS of 1956~—Vol. 20,
Supplement 10-5-45, do hereby certify that I have made
a careful examination of the files,
of all actions at Law entered in said Court for the
Counties of Providence and Bristol from the 17th day

of July, A.D. 1905 to date hereof and that such

57 ny actlon entered in said

- examination fails to disclo

Court against in which

docket and indices

’b"< et al

alias

appears as Plaintiffs and_
appears as defendant

// V-gc@/

5/78

Witness
seal of

my hand and the
said Superior

Court, at Providence
said County of Providence

on this

/

YAREs

. "’u Ku‘t(

Deputy Clerk

/= ._daY o) f /7—1\ -

7
7

—

ice
vibit 4
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STATE OF RHODE ISLAXD SUPERICR COURT

PROVIDENCE, SC:

o
NJ
‘
PN
N

] ‘ A
/Q‘c W/ /Qﬁc'—(' DEFT:

. ltie)s) Cali a .

1,Jcseph Q. Calista  gyeny of the Superior Court, for
the Counties of Providence & 3ristol, certify that I
Rave the custedy of the Reccords of Law for s3id Courts.

5/78

1,76 .

I, further certify that a scarch of those records shous
that law procccdings betwecn ) £
' N A /- '-‘(
plaintiff (or complainant) and B .
S 7 / /. E
/kz ~ [P /(—4_'—4\’

as defendant, numbered upon the docket as number

# YA ;)“2<077 , and that said causc has remained
without acciort for a pesriod of more than six (%) years to

o o SEUI T .
date hereof, as shown by the docket: {f5‘¢7’tf )

A

' ?ﬁfﬁ%‘@ 4) Cos
' v_/ cLe

ice
Exhibit §
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State of Rhnde Ialand sud iﬁrnuihem Hlantations.

Zrovidence, Sc.

L Josepin. Y. Calista , Clerk of

..................................................................................

..............................

Bo @Brﬁfg that the ....... Presiding Justics ...l
Tlorence K. HUTTaT

.......................................................................................................................

EERRRTRC L AN P A s R G~ TR R PR PP

duly commissioned and qualified, and that the signature to the aforegoing certificate purport-

ing to be his is genuine.

In @Pﬁﬁmﬂng I‘Iﬂ}?l’?ﬁf, I have hereunto set my hand and affixed the

seal of said ....2MRPEIZOT ... Court, in said

County of ... 2rovidsnce . . ... , this
4=

........ RINTA .. day of ..M 8T

5/78

1.77

hundred and .SEVENTY=€io08 .
. /'
. ; { < , . / 3\
. /L/Jzﬁ.),/xuu' WA T )
\ /f Ay /‘/ N
< 7 o

Nffice
Exhibit 6

S-183




State of Rhode Taland and Prouidenre Plantations.

&
Providencs, Sc.

I o Blorengs. K. Murray, Zresiding. Justice of
the ..Superior . Court of the State of Rhode Island and Providence Plantations,

Ao @Pl’flfg that ....ccocve.en.s Jossok. 8. Calista ... e , whose
signature is affixed to the papers hereto annexed, is, and was at the date of affixing his said
signature, Clerk of the said .......... SURPeTLOT i, Court, that he is the custodian of
the files anc records of said ............... SURErLOT e COUTL oo

Providence
gnd

.................................................................................................................................................................

.................................................................................................................................................................

and is by law the proper person to certify copies of said files and records; that full faith and
credit are and ought to be given to his acts and attestations done as aforesaid; and that his

attestation to the papers hereunto annexed is in due form.

In '@Pﬁﬁmnng 3331‘,121‘ PHf; I have hereunto set my hand and caused the
seal of said ............ SUPerioT. i, Court

to be hereunto affixed, in said County and State,

this ....... ninth...... day of ... }aT ..
’ in the year of our Lord one thousand nine hundx
and Sevenbr=sishb.
—r '
R . ' ’
A LA A ,éx'J_/\_( ;_-‘[ I | v
‘K / /Ir /// AN

S-185

Office
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Superior —Form 1 (Prov.) IR
1-66 el

~e et e
’ S oes

State of Khode iﬂalaﬁ‘f}"::‘t“i“tgh:uiirnuihmre Hlantations

ProVIDENCE, sc. v Sureniorn Count
Civil Action, File Nowvvvciereercnnane
RICHARD W. TUNKS
...................................................................... G
. Ve Summons
ARTHUR RATTENNI, JR. A
............................................................... S

To the above-named Defendant:

The acbove-named plaintiff has brought an action agninst you in said Superior Court at Providence. You
are hereby summoned and required to serve upon Kenneth J. Macksoud, Esq.

phaintifi’s sttorney, whose address is 401 Turks Head Building

...............................................................................................................................

Providence, Rhode Island 02903

.......................................................................................................................................................................................

an answer to the complaint which is herewith served upan you, within 2C days after service of this summons
upon you, exclugive of the day of service.

If you sail to do o, judgment by default will be taken againat you {or the relicf demanded in the complaint.
Your answer must also be filed with the court.

As provided in Rule 13(a), uniess the relief demanded in the complaint is for damege arsing nit of your
ownership maintenence, operation or control of a motor vehicle, or unless otherwise provided in Rule 13(a),
your answer must state as a counterclaim any related clsim which you may have against the plaintiff, or you
will thereafter be barred from making such claim in any other action.

5/78

1.79

TN N
FRUTUUR. VOURRUOTR. YRR (9 | @Af LT ,
\>J—'-:«Lé-»4/ Q cali- CLERE
=0

P ¢
Dated:...Harch 13, 1978 . . C

(Scal of the Superior Court)

(ffice

B-135
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SAN2LE

State of Bhode Islaud aud {rouideure lantations

Provionycy, sc. Offiee of the Clerk: of tha Snuprsinr Court.
Tor the Shergds of aur Set'cenl Connting,
.20 F 10919 or Lo thir Deputies, GREETING:

You ara herehy requized to nauify

RENE JEWELRY, INC,  reeeeeseren oo

A Rhode Isiand corporat*on located 1n che Town of
. Jobnaton, County of frovidencs, 3aid State

o.er knings, thzt the F2Lpondent corpuraticn,
n

~_bl°.bomccnse
T

suits apd ag

e oL AUD PR X"'"C

amd s to eite the suid rospomdens to appear before our Sepsrier Court, at ruvidence, in the County
of Provideney on the oth day of June yAUDUI 75 a0 102
Wbl Ao MLt b praaed then gl the e e e, 3 e e b 2 why the prisccenf

sabd poticon Shnhd got b g 1,

Hemod Lol oot and mke true oo of thie W it with vaur doisgs the reon,

/78

b

[.80

0

NIt the St nf oupe $opn Ao Covnr, ut Mavidenve, 135 18R
: i May A D973

Office
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CIVIL ACTION

TITLE oF CAsE

0ld Colony Co-Operative Bank

vVs.

Paniel J Ryan et als

FiLe No.

¢8=989

“~  DEMAND FOR JURY TRIAL

5/178

ATTCRNEYS FOR PLFF.

ATTORNEYS FOR DeFT,

~

Pgoravt atas

Perry Shatkin

rrt 1Y 2 o D ad
LT EmT RN GTIIOEn R
Maxwell W, ""aldman Edward H. lewmar
Thamoa 1, T=lag ‘
NO DATE ENTRIES

—L»5=73

L-5-78

ccmp’, aint _£iled
Summons: proof of secvice (5§

;”'5/3/78"-"

"“"Eﬁtf?‘fU‘cf'appearance for defendarnt.

. =278 Defendant'!'s answer P£iled,
Y h— )L";ft)d“?F nﬁf""’jﬁi"t,ﬂ: Cor=—nreinl Cradit+ 2:’_1}"" Tme protsr ang
1 : R ;! | -
counterclaim £11ed _ -~ _ —
©
—~ k. A e e - o o MY T
' 5 =2 b7 —|—Stipulatteonr—r"ppearanes entered—Torthe defenianty,—0e
o g
B » et s Mheres e -
—Tesh inrtonrSrust—SempEnr— oy Thems - Fle s —S5~
O b —Frreer—ef—defendant;—The -Herkineta - Ipust. Lommsr 7, Tlled
] . . P T BT T
WETTTT T 5=2=0¢ B T RS v RS R oo 3 3 RVEL Son- AR O DAL AT A R A ES RS Ta 3 =
A —armany T e
1%y PETLIES ] A~ an
o =T —rrmer—o bt ey - e — S T ed
I AP Y = = ' : ) — Py PR P PUSGe AT 2 At syt s o b
- —"?—' T e o 3 SRER IEREYE 6 mate B s 4 o > v = 3 T}
- 2T EWAre lTic. - -
oD > ! b T
42 A0 | —E2-7 e Dgmerr e Carduwes ;- Treg -fE ad—-

- ~ v - ~ e e aTi AT TPt g — ] ——
jb 12 573778 Dofeddant 's answer filed:
2 il
13 | Jpemens £1iled - proof of service .
- i o ryice o
- 1 Sum™ons filad ~ TBrOool 0L 8erve. —_
1?!‘)_‘ l-L)"'»’-p-?r‘) A W ) il a sy Oa . A2Vl L.
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SULL LIy HEa pojy oy

S

nomaad 3y Yoty

= s
7 Htaie of Rhode Island and Frovidence Plantations

.

O e S e & Gy

PROOF OF SERVICE

I hereby certify that on Lhe,...’.’.._;f.-' ...... day OI////ZP{)’.‘A/‘-}—IJ/I served a copy of this sumnions

: 7 g . y

and s copy of the co.aplaint received therewith upon...-./.[-.’l.
in the following manner:

By delivering s cony of the summons and complaint to him personally,

By leaving a copy of the summons and complaint at his dwelling house, ...

.............................................................................................................. , with a person of suitabla age and discration

(ADDRFSS)
then residing thercin.
By lesving a copy of the summons and complaint at his ususl place of abode, ..o
.................................................. e e, WILH 8 person of suitable sge and discretion
(ADDRESS)

then residing therein,

By delivering a copy of the summons and complzint to an agent authorized by sppuintment or by law to

receive service of process, namely............ e i s e N s et e e SUCH
' (NAME OF AGENT)
agent being one designated hy statute to rececive service, further notice as the statute requires wac riven as
M ,
~
~
follows: , ~-

5/78

1.82
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TATE OF RHODE ISLAND SUPERIOR COURT

» OVIDENCE, Se.

“0MAS DYER
OMNIBUS CALENDAR
C.A.  No.__74-3324 ASSIGNMENT FORM

vs. '

YA

2N _ZARSKI
2 UND STANSELL
4¢RT BURNS

.o

Ne

FORMAL & SP?CIAE‘;ZAUSE

S«

.ested Calendar Asignment:

TRIAL
71 Continuous Nan-Jury & Continuous-Jury Date:
TYPE OF TRIAL TYPE OF
‘FORMAL OR SPECIAL CAUSE

© Motor Vehicle ! '2q. O Probate Appeal

* Other Neg. 0 Trespass &
Ejectment

Contract Damages
Patition for Assess.
of Damages 1 Agency ~opeal
Lzn Enforcement T Mandamus Extra. \Wriss
T Contempt Supp. Relief

Assault O Other

0 Formai mattar
{0 Prelim. injunction
T&Q Dissolution

ool

O Injunction

[

. .

“ETHOD OF ASSIGNMENT: ~
~ Stipulatian to Assign O Court Order pursuon! to tamporary -
ex parte order,
NOMoton 1o Awsign
“SED ON PMETAOD OF ASSIGNAENT « Fill iN FOLLOWING:
COTION TS ASSION OR STIPHLATION CF ASSIGNMENT
‘D, Albert lepare, £sq., 40 "Westminster Street, Providence, Rhade [sland
Howard Moskol, 36 Arthur Avenue, East Providence, Rhode Islnd
Sernard Gladst-ne, Esg., 95 Humbddt Avanue, Providence, R.I.
Please taka notice that the above motion will be called for hearing the/f)5 day i
mAY , 1978, -
\ e/
[P - y A
CERTIFICATION
e e
[ hereby certify that on the - day of b , 1978, a cooy of the above
~otion was sent to Albert [egore, Es1., Howard Moskol, Esa. and Bernard Gladstone, Isqg.,
‘heir above listed addresses. .
SR DA

Ixhibit 12
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STATE OF

RHODENISLAND Affidavit And Request For Entry
PROVIDENCE PLANTATIONS . Of Judgment
........................ T e 2 .

ClA. e v
7 .
/) 1 I’ /” -
RIS s DS S w15 SH
. Defendant )
7 l, /-'f""\ . / g
) S LS \ ........................... , of the -—v’L.; ...... of .."./\«"'M_{ ...... , County of
A ;
/ . .
/’.'/"‘f"i-eb.;" oo State of Rhode Island, upon oath depose and say as follows:

1. That the defendant has failed to plead or otherwise defend as provided by the rules of this Court.

2. That the defendant was not at the time of the commencement of this action nor is the defendant now in
the Military Service of the United States as defined in the Soldiers’ and Sailors' Civil Relief Act of 1940; nor is

the defendant an infant or an incompetent.

; ‘ 3. That the defendant presently resides at .....coes oo\ Lt bl ) ................................ remereersesisenaee
‘ - . . —Z'—'—- /. - - . ‘/
in the ...efe! R of S Tttt CHRRS , Rhode Island.

3 .

— 4 _., ;
4. That this cause was commenced to recover the sum of ‘;-" plus interest from k..’\.c./kf_ ...............

: T3 . . & N P
2RO 22 2 S in the amount of ........ e YOI S OO , toralmg.-...{..5./....3‘....:..‘5 ..........................
. g

3. That the defendant has no setoffs or counterclaims against this account and, in my opinion, there is no

defense to this claim or cause of action.

.....................................................................................................

Sworn to before me this /L: ........... day of ........ % Wriers s FRUUSRS T BUTORON

AD. 19745,

..................... I Z/-

Notary Public

—

/

5/78

Wherefore the Plaintiff, by . .. {...’.‘. (—L‘M—;E ......... Atrorney, moves that judgment be entered
by default in the above-entitled cause pursuar;/rﬁo RCP 55 and that the garnishee be charged to t

OO ,_x_..‘/u..uz‘-’\«t ............
JAttorney for Plaintiff
0!

Default entered A . , /
(. .............

............. './../,,MLV\A\!.:&.@.-;

extent of the sum of money reported by the garnishee’s affidavit.

/

S-203 (2-76)

Office
Exhibit 13
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STATE OF
RHODENISLAND Judgment By Default Upon
% PROVIDENCE PLANTATIONS Application To Clerk
L ,//T ' i
................ /,.A”’"{.wc( sc. ,-"/-*m"«v‘\t Court

.......................................................................

1

L R
£

\\
{
b
A
ey

[ o4

[a 9
3

2

1

~

i

Book

1
~~
/-

N
t
L

.85

. . , / < . -
In this action the defendant /k’-'-/“"-" ....... et v esnete s ettt caenn s earme et seenetaseaesonenes having been regularly
served with the summons and comglaint, and having failed to plead or otherwise defend, tHe legal time for plead-
, - .
ing or otherwise defending having expired and the defauit of the said defendant ...\ -»-C-,_rr'.'.&«m:r:'m( .............................
Y

A\":ﬁ ............... in the premises having been duly eatered according to law; upon the application of said
P g y g p

plaintiff, judgment is hereby entered against said defendant in pursuance of the praver of said complaint.

Wherefore, by virtue of the law and by reason of the premises aforesaid,

It is ordered, that the said plaintiff do have and recover from said defendant the sum of ...oicrvecncnnnn.
e
...................................................... ‘*-‘,S"‘ dollars with interest thereon
from the date hereof, till paid, together with said plaintiff's cost
-
. =
’ Iy Y +
[ =
Judgment entered ..........7T..... /1(7 ................ , 19 Y
o i op——vp
G =
4= R
o
e : /
/ . !
' f 4
.................... ﬁ.f-..'.l..(..—-..‘.’..'.".‘Z.&':l........-.-......\-.-..‘.-.-...‘...J-':................~.
! Clerk
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STATE O
RHODE ISLAND

L gt
ey

NIV

PR 1

5/78

pRo;\i\I'jrl):\Ch NOTICE OF APPEAL
VIDENCE +
PLANTATIONS TO SUPREME COURT
TIMAL ‘.COURT FILE NO FOR THE COQUNTY OF. DATE

L 75-3393 PROVIDENCE DEC. 17, 1975
<. AINTIFF

; RUDOLPH F.

FRYZEL ET AL

Vs DEFENDANT

DOMESTIC CREDIT CORPORATION

Bursuant to Rules 3 and 4 of the Rules of the Supremea Court. notica 18

DEFENDAMNT

hersdy given that

(Ptunuff) (Petitraner)

in the above action hereby eppeals 1o the Supreme Court fram the

JUDGMENT

(Defendant) (Ressancent)

of the (Supermr)}éx'a’aﬁ Caurt entared on

December 16, 1975

1.86.

{J Transeriptisnat nacessary

ATTQRNEY (Printor Type)

SAMULL A. OLEVSON
ATURE ’
— . J .
I XTransenpt will be ordered* L - - s K
- s ,.r/' P O - c.TZ\_-,—u-*—

** Pursuant to Rule 10 of the Rules of the Supreme Court. the appeliant shall within 10 days “order from the court regorter 3 transenat of such farts of
the proceeding not already on hile as he deems necessary for inclusion in the record ™

r Grginal ta tnal court. Copres to engssing attorney(s) and Supreme Court Clerk

. r——— s ~

T e o et LT

Office
Exhibit 15
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- il Lasl
State uf Khode Jsland and Povidence Plantativus

EXECUTION—COODS, CIIATTELS AND RIAL ESTATE
3 .,444:»4..:&.4.\. [ I , Se. . Superior Court
/ Civil Action
vs. A
" /H‘?‘*X ,afv:.:.u./ ..............

To the Sherills offéur several
Counties or to theic Deputics, GREETING:

WHEREAS,

v

YL

File No.72.2.%27¢

vvv\_

..... Faenestnianisani s bans

N - TR W D 19 73/ L revover
/C i, Clien, N bl T -

judgment agninst

foe the sum of e 0 o T

debt (oe daumages) and...... 4 4/:4’ cvvemneienen vvnsee seeermerssennen G5l 0 sUIL,

s o us appenrs of reeond, wlhereof exeeution remains to lie done:

We conaad you. thereiure, that of the Soods qnd chattes and real l-l.llc ol the ~.m1 Defendant
d;u-—((- é‘?kﬁ-‘/ o Bt \..‘

f.u7

“iwl eapeciadly the peesoaal estaee of the 2aid Defendant in the hinds or possession of., C 7/ é»“//- r‘—a{
uy'ul as testee b the stiid Detepedant to the extent of .. .
AL

. dellarsand. ... .. 29

rents,

within your preeinet, souengee 1 be levied and paid wien tho suid Pl it
’ Z Lol /3 ndl of At 2 8L
—-7-4«.1 M( ﬁ,c T AP f/%&\/ A .

Hhe aloeesaind stins, bees X e Pz ..
) f/( /, L2 crnis in the wheie

et Vor s oweit aned thes o Wea aantialy voursell foe yone vy foes,

l(lil{lﬂ-\kl‘:nl sty soned ke e vetner of this weie smed o0 S dedr 2 the Tt enr S e -

A
3 . .
I < . hﬁmw( (TR N /_..,.c, ot Camate / {,./
o e AT day ol lovesm Seo - IR
. A ,
Witnes<, the Seal of onre Superine Conet, ut o Léra 2l o """ .,y this
7 B B . —— . ' . s
. A R - re e . in the yene oo thonsend pige
- > s 7
htudred and 71 /’
rd

e
/‘F c/»m.&w\_.

CH she Tottatn e shadt b edirond B B dbefonlt B oo S0 thae pevesary adivcle i w.:l wetion, et

the eltitzee Bair e st o Suei ey i ce shedl Beoetarse v oo, aliop the om0 e

Lenstve an the sl S et ™ ety be definds cbrhe e eee Bl dis stlokiovi i sood aec
“Strihe tonot spplnie, v

3-171 .

4 T
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A TR hm'!-;.:‘?“.'.m
A ey
Stat Rphode Island aad Trovidenre Hlanitations Tl
State of Khode Island and Jrovidenre Jiant .
. (<o}
APPLICATION FOR CITATION IN SUPPLEMENTARY PROCEEDINGS o Pu\:
Tt Y
. Brovidence 8. .SUBERIOR. . .. ...5Comt 2 , -
B . , e,
¢, SoE
~ JOAN M. STIM‘?SON BcA i_,f‘:/;
AR - Civil Activn ) A _‘T\«;}

. v JFite No.. 7471488 9%
CHARLES HENRY STIMPSON, JR. ) EER
o 70 ISSUE = CITATION Y,

. APPLIGATION MUST BE SIGUED 3Y A JUDGE ’ T
o I‘OT"LEHONURABLE ........ SUPERIOR .. ...COURT IN THE COUNTY OF.. PROVIDENCE . .. et
o a , . f
U B.a?ec‘tfully Represents...... OA&N M. STIMPSON = . . . .0 e e Aw' ‘L"'
. W sl : £ *
b i : § . ’."‘ .of Franklin, Massachusntcs in the county of. ,Norf‘?‘lk. ~
mdb&ur&meéum that he is o judgment creditor of ... CNarles tienry Stimpsen,.Jr,. .-
IR 1 ..
S . ui..508 Knoll Crest Drive, ... . .
= Q.mberland, . ‘
-in the-county of.......... Providence. .. ... und State of Rhede l:land, that he oblained a judgment ot
mzwdf_g_" CHARLES HENRY STIMPSOM, JR., Defendant o
- m‘-ha SUPERIOR Court, County of. .Brovidence .. .. ... ..., o0 tie 38y lith 7 2
. daym' A 2“:3‘35! Harch ,A. D19 75, ., that thereafter on the. .. . as
4 -'\J l,‘
‘_‘..lSt ........ ,‘..dsy ol APEE Y e , A D 1975 .. execution issued . L
on s:ud 1uch.mnt and suid execution hay been returned to said Court: e:: "
. o s ;. - '~
1" wholly unsatisfied and unpaid; el
mextly katedy i acehil T 2k 2NKH KRR KR KA KL ] W

Suid judgnient creditor ... JOAN M. STIMPSON

respectfully prays this court to issuc a Citution to said judgment debtor to uppear before said Courtat a timeand

place in such Citation to be named to show cause why un exomination into his circumstanees shuuld not Le made

utherwise. < N

N\
Lo fawen, I "
Attornc‘//r Judgment Creditor
A2
.o t"\ { % Q\,}
Let Citation tasue returnnble on the .. duy of, "

A.Doly /73_— ,ab o L ,qs’ ’1 ?C‘ .. .a.m. ot... P“"I‘—‘-"Q"—“‘O Q’.\

{place) &‘

e . Jmtxf@r&%}
a5~

Office
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-tlg

12112 of Rhode Island and Brovidenre Blantaimm =

CITATION IN SUPPLEMENTARY PROCEEDINGS . .

s ‘.P‘?.CNID‘“*‘ s Se. SUPEATOR Court  _
Ta t.ba Sherif, his Deputies, or ex:her of the Town Sergrants or Constables ia the County of........ SRR :: '

‘? A ‘ .. PROVIDENCE. _ "L
T C.A. #74-10.88 GREETING: - +

. ALD IUFORMATIOCN TANDI TROM APPLICATION -
. WHERE.S, Joen M. Stimpcon

of. . Frenklin,. Messachursits . e

B & BT GE.....0

Superior Court - B
. Ldsnse setting forth that be obtained ©

2 ;udg:zm:t in said Court oz the. 1ith day of. March . JAD P e

19...75..., sgainst .CHARLES FENAY. STIMPSON,..JR. e

R _ot.58 :(noll Crest Drive,Cumberland inthe Causty of Dl

Sy 3 oXo7- J and Stata of..........Bhods. Island for © - 0n

i dallers - .
a.::.d costa of smt. that thereailer on the. 1sk O TN SOy = o3 CLT -

- .A. D..19.. .,5' .., execution issued on zaid judgment, and zaid execution has been returned ta ssid Court, -
u.mnsﬁed and \u‘pmd and requesting aa examination into the circumstances of said

- CHARLES. HDMRY. STIMPSCH,. JR. )
L :\ Eevvoeesseressesestesmme s e Sr e eeeee s 4 2R e S e 2t S Pa1 e et e aa S5 et e ee 21 e 22 mreee s e et e et eme st e en st s metren X
AR B -
. . ‘A;;D WHERE\AS, on the...cccrsnen. JOK A< WO day ol uly , A.D. .
19028y B33 o'clock a.m. at the....SUpaTion T -
Court if,,m. h*ovidence , io the County of....2n0vidence T
E..'xta ox Rhode Island, are fixed and appointed as the time and place for hearing of said appliestion. - ,/ % -
VL‘)W T‘IEREFORE you are hereby required to notify sad slso to cite said L
CHARLES, EIRY.STIMESRI,. R -t
- ﬁ?spw in person before szid Cours to be holden at Frovidsnce . - .
L e eapsres st st s SENEC T AR 107 8 =1 OO ,onthe ~ evm
8th 3y Of e Jul:r A D 190075y 8. 9530 T s A
o'clock a.m. to show cause why an examination into his circumstances should not b2 made and an ordar mwted—-*"’
ordering him to pay said julgment in full, or by installments weekly, monthly, or otherwise, and that for failure v
to so appear as commanded that ........ .....he may be proceeded egairst aa provided by law. -
At said heering the Cours shall make examinstion of the said - .
s CHARTZ3 HEARY. SRLMESQN ... JR..., or otherwise, 2s to his circumstances,
bis income from any source, and his gbility to pay said judgment.
L)
Hercof fail not and make srue return of thig Citation with yaue doings thereon.
YWitness, the Seal of the . . .. Cous
CPROVIDENMCE. L Lthis... Z238R.ee day of. . s DB s e :
K o
19,05 e 2=
-
- b
- . c
: 4 e s
-7 .,i::%-,,[, #/- RN S /:.23,..'.‘77,‘[7;1-1/'/
5173 S e




State of Rlude Fsiamd aud Hrouideuce Tlaniatious

WRIT OF BUDY ATTACHMENT

I LCours

To the Sheriffs of our several Countics, or to tieir Depurie=, arl o the Town
Sergeants and Coastables within wed for our Stute,
’ CREETING:

WE comnmnd you to attach the bady of . L e e e e

in the Uounty

5/78

o) ORI e e . C L Ry smin eege, 36 that you .
have BiIm BEfOre bhe s« oo e seeeecsserees eese comeeeee e e e e e Catirs of suid State,
hoiden at... .+ within the County of
. fortnwizin vy unswer fur contempe ie Lling
or refusing to comply ‘with the order end deeree of =aid Cours e orod oz 2le
day of e e . \. D, iy
defendant tc eppear tefore this =
Court t¢ show cause why zn ereminaticn
3 &~ TA mm= o e o] <
circumstances should nct e mada and a
an order be entered orceri
X
A e e .
S —
and furtkor to do and receive what our said Cours shall in that Lol vonsidar.
a
Hereof (il not and make true reiura of this Writ with vour doings thecesn. -
Q -
o~ gy “ . LT (-
WITNESA, the Seal of our SUPERIOR o Coust us. . ... o=
- X
S
A0 e v B8 OF e e LoD
oo e vees e N oo, flerit




State of Rhode Islaud and Hrovidence Plantations 2
e N >
ProviDENCE, sC. ( ( Vi ’\//Kﬁice of the Clerk of the Superior Court.
/
N — s "
To the Sherif]s of. Gur Screrel Counties,
. e ‘e .
C.Y. Mo. 7R-1.°G Wulh‘y, GREETING:
You are hercby required to notify
2ndant Rno
—
=
Totont - Teose 2 vty A0 T ot e ouwnT b
Lk T E e a= T egd iy T
aned adso (o eite the said pospomdont to appear before onr Superioe Canrt, at Providence, in the County
of Pruvidencny on the e day of T LA D19 ,at :
o'ehek M., that he may then and there show canse, if any he ha - why che prayerof
sital prtition should not be granted,
Hereat f2il not and make true smturn of thi- Weit with your duings therenn,
Wirstas, the Sean of one Svrerion Covier, at Providenee, this
diry of o A Doty
" o s | A ;— , (
S
- dd
Y-
Q=
g
w X
ou




Al
U

SRLRGUR Tt FRUYILDENCE-SC.

73-1026

Ut
I

iNDKﬂMENTNO

HOVWIE, Barbars DEFENDANT

RECOG. NO
Obt. monsy under falze pretenses

OFFENCE
DATE OF DISPOSITION __Harch 7, 1975 SESSION_197%

DISPOSITION GIANNINTI. J, Defendsnt sppesarsg, retrachks nles
of not guilty, again arraicnsd, pleads nolo contendsrs
and is placed on probation for 18 months. Losts of

3238,83 vaid, JIndcemant of convictian sntarad.

- e e v —m— e — —— — —

T e, T A Y —

e —

5/78

1.92
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State of Rhmde Island and Frovidence Hlantations

Y L. .
: ,/Mu/; . se. SUPERIOR COURT

[ndictment No. S—
STATE Infonnation No. ¥ = =/
- Complaint No.

57718

vs. BAIL AND RECOGNIZANCE CONDITIONS

Defendant

. . . . - W . . -
. Bail/Recognizance having been set in the amount of S { c<d at a hearing on arraignment. patition
\ —" N

for Habeas Corpus, hearing pursuant to Rule 5 (a). fiearing on resetting of bail. (Circle approprate terms) or

other (insert description)

f yan .
Now. therefore., the defendant and his/her sureties. if any, do hereby acknowledgg himselifherself/themsalves to be indebred
‘e S
to the State of Rhode Island and Providence Plantations in the sum of S_,é:if;C____the conditions of this
recognizance being as follows:

{.  The defendant(s) will appear before the Supurior Court. as reyuired for all scheduled hearings upon notice
being sent to the defendant(s) or to Jefendant(s)” counsel by the Clerk of Court. or where appropriate. by the
Antomey General or his duly delegated assistants.

The defendant(s) will keep the peace and be of guod behavior,
The Jefendanus) will not leave the state while this martter 1s pending. without permission of the Court.

[N IV

.‘-

The defendant(s) will notify his'her attomey/bondsman, and the Clerk of the Superior Court of any change of
address.

5. The defendands), (here insert any special conditions)

1.93

ACKNOWLEDGMENT BY DEFENDANT/SURETIES

{ understand that if | violate any condition of my release. a warrant for my arrest may issue immediately. After arrest.
and hearing, if | am determined to have violated my recognizance. the terms and conditions of any further release will b=
redetermined. | may be held without bail. or my bail may be increased. and additionai sureties required. The State may
proceed aguinst my sureties for violation of this recognizance. The State may also proceed %gainst me by body execution tor
violation of my recognizance at the rate of one (1) day for each $3.00 of said recognizance. A violation of my recognizance

"may also be punished as contempt of court.

1 agree to comply fully with each of the obligations imposed on my refease and o notify the court promptly in the avent!
change the address listed below.

Release Ordered:

A . . —
- Lt 0 ol /\-“"( |l . -
/Clerk/Bail Commissioner Defendunt : .
Judge/Clerk/ C : i ; . )
LT S DY L Gl oL
Date Addressy
“'
Subscribed and sworn t before me ' I/We agree (0 the foregoing conditions N
— . - -
; 3 Lo . 2=
this > day of e 2 iz 19 77 3z
, - Surely Pt
- =
AR B S
Nl et SN~
Clerh/Buil Commiysioner Surety




5/178

i
& ) .':"QHN - doO.b. C_‘-C. -’2( ’

LLA
7-508 Aid & Asst. in Recordin:z Horse RBet

t
3-77 Cash bail sum $1C0, rec. dep. in Res.
7 2, Page 1LO. Bail furn by Joan Avella

L6 Wwilson St. Joanston, RI.

Also Ca- 77-509

1.94

Office
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STATE OF RHODE ISLAND
PROVIDENCE, Sc.

ORDER

Attorney, for /b,( YR

Registry of the Court be released and the clerk pa)

SUPERIOR COURT

PAYMENT OF MONLEY FROM REGISTRY

the money deposited with the

. accumulation of interest if any less the Clerk’s lawful charges.

In the above entitled case it is ordercd that the money deposited in the

1

VRl

5/78

95

. . . - -
Entered as the Order of Court this [« day of /;-._‘-;l A.D. 196§~
By Order,
.__',.’.__..~_.-
RN
-/ Clerk -
3 (9N}
)
. BN Q -
. . OO
- Enter: | o E_'c;
. ’ /Y oW
: A L T | l
L / ./ Justice ;
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STATE OF wliedl Totaler AL Praa Heacin LS ol
Warrant ol Arcrest on Indlctment

Supcrior Court in Providence County

Stace 3
vE. . -
5 Vot Ut [‘902/7"7'54 2
W > * ’[.'-'% Indictment llumbor
DA.& _7-/7-53
Providence , Sc.
TO ANY AUTEORIZED OFFICER:
You are hereby commanded to arrest A34/0c/£ )vu«iﬁ/ x2x4{2444‘_'
and bring him without unnecessary delay, before the
Supericr Court for the County of Providence to answer to an indict= at
charging him with Qf«bw,g//* /(- B+E /(—/,44 n,‘/z_ /ﬂ C /\'
v
in violation of G.L. 1936 (1969 Reenactment), //‘jt 7/ =

Dated: C}/'/Wd./ﬂ, 7927
7

- I
::fﬁéﬁVﬁfv‘%/§4;4¢g;g_éﬁzz
/é%”‘ijy%%Vf Deputy Clerk

=
0

, Sc. A.D.

I have apprehended the body of the within named respondent and
have him before the Superior Court for Providence County as within cemmandad.

Service

Atzendance

Mileage

Authorized Uificer

Ticle

=
o
-

Ageney




CRIMINAL CASH FACE

Yeuqﬂﬁpoaiyo‘
BMCANT LNAMY LAST. FIAST, Mittiy) 'mmcz CEPT. DIVISICN V OISTRI C' %‘.é? /T/?M(l 1! ?/
‘ HCcDERMOTT, L0 F.. Ba Prov. . lsti 52 \
TBEE KGR T vomET AT rp.z‘;swt’s‘ 3—.:/35/3 ;
village Greoen,lioTth, Aot 36 jordﬂn Ftanzldg F 37/33/32/49
Ea.Prov.. ;._ -~ 1 !
RS SC R G SR 33 -"""'l" L;“’ = CHARGETS) : ‘H PN S Y o R 00 bt 2 ova
i v Ne.l . =fare .09 Gan,0ub,Int.tC
6/14/42 )
S T e o e . L L .LnCe  ETYDTIENTITE TIS
CL- o e 32l 1y "..ou;\lus 1..C2 ".".7’ \, ‘, T,
o Ct.4.-Poss.ot Con.Subs:iance /5/75
=DETINCANT (5} ,; ct.5.~Posg.of Con. Subgstance i SSTIBJCANCEZLED
éC-.b-ﬁa;nt.a Camon Hluisance
U ct.7-saint.a Cammon Mulsance
o RN e TawcE FEymasrell
INDICTMENT FILED. : -

Secl?7, 19751 HMASNMIT S J. Velfeadant arraigned and pleads not guilty,

ciyes_vergonal recosiizance in sum (1,0J0. satry of

. . -
- aooearmnce filed.. 23
. - ~

L .:::v_._".’_,.__‘:l?_';___D@.l?,Qs@}Snl' ~iles moticn to sunwress, cnd

ovooicol fow puodi i iion,

ace's answcy ‘to Defondnntls motion Tor|orodu uction,

dec 15,1277 {ORTON,J. Defendant appears and as to Count l-%tate dismisses

under'Rule 48z. Dismissal filed. As to Count$ 2,3,4-defendant

e —————— ¢ o ool e, o} w o s -

- — S

retracts plea of not guilty, again arraigned and pleads nolo

__1ggp§§ggggg,lglaced on probation for 1 year, on each count to run

__lconcurrent, gives personal recognizanee in sum $1,000. Judgement
entered. Motion to dismiss filed. Affidavit and Attor{ B

Certification and Certificate of Judge filed.

April_17, 1978 D;fendant files motion for return of property seized

efe il une
] warrant B
~oril 10, l?Zé tate.lees an objection to defendant's motidn for retu 5
_ ._] Property seized under search warrant, . Eé
“Zay 1, 1937.8"‘ _lr_vi.«:C.hExIZI J Continued to 5-16-78 for motiéns. entry Sa -

—————————— - © m——

ance filed,

el Y AL CONDIMUTT OMN Wbv FMENTAL SREFT MAYx ST Lt "L NOEDS
.

..‘.‘ AP | v r~ 1V L4 - e <Y A . : ‘ -




STATE OF REODL ISLAND AND PROVIDEMCE PLAVTATIONS

PROVIDENCE, Sc. . . SUPERIOX COUAT =
"3
4 23
STATEZ: OF RHODE ISLAYMD ) 1
) Indictment No. LAn LI
Vs, ) .
. ) Crimirmal ‘Appeal-Mo. ..........
Tt A DI ) ’ ~ ' -
JUDGHENT OF ACOUITTAL WMDER RULE 29(a)
This matter cams to trial on - Jw Oy , 1973,
anc,. afrer tastimonyv was taken and after both the State of Rnsda -
Island and the defsndant Yoyt ol had restad, the-

said.defendant moved fnr acnuittal, pursuant to 2wle 29(z2) o7 the

Rules of Criminal Procadure, on the offense of A Dy
as sat forth inm count number - af the (indictment) (comnlaing). %
It is ncw hereby
ADJUDGED .
that a judsment of acquittal be and the same heredby is entsrad |
rursuant tn Ruls 29(a)} of the said rules; . |
i TR

is ordered dischzrzzd and the bail (personal

D
(s
,_4
D.
W]
jo ]
pa v
[a}
s
[0}
n
s of
fu
ug
D
[

hereby canc
hY
Dated zt Trovidance, Rhode Island, this ~ 1 dzy of

11Ty A, D, 1973.

2

Encar: By Order,

Justica * Clert

Exhibit 28
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5/78

STATE OF RMODE ISLAND AND PROVIDENCI PLANTATIONS

PROVIDENCE, Sc. ’ SUPERIOR COURT

<
u
——

JUDGEMENT OF ACQUITTALL

This case came to trial as to the defandant, ¢§ 1o A7)

"

the said defandant had

A , before a jury, afte

enterad a glea of “MOT CGUILTY as to the offens
i

i)
0
1]
163
m
i
[te)
(1]
[a
-
8]
O
Q
[~
o |
ot
F
i)
t
(1)
31
[}
n
t
o o
1]
o
o
(o)
=
9]
ot
4
(]
3
it

consideration oy the jury and a jury verdict of IIT GUILTY as to

1.100

. [
, . Shdetd S b T L

hersby is entereé for

rt
o
u
43
[N
oy
a1
e}
[
o]
{
[
g
[o]
(&1
f
0
0
[+
-
rt
r
fu
[
ir
{4
5
o
e
iy
(11}
u
m
x|
(1]

[
n
ok
(1]
Q.
u
pors
)
t

ovidence, Rhode Island, khis 7 day of

, A.D. 1973 L&
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S-207 (274)
JUDGMENT OF CONVICTION

AND Fraca SouRl
COMMITMENT i
et D
Providence

Superiar Court in County

Stite

!
{l usy 8 1913
\ Jasezh Q. Calisa

¢r=x

vs
Donaid C. Hereth

P2/Info 77-LS

8th C.:;;;a\umber
On this _—_ day of May , 19—, came the

attorney for the State, a.ad the defendant appeared in person tand by counsel,

Joserh A. Capineri

, )
IT IS ADJUDGED that the defendant has’ beé?i ‘convicted upon hisger plea of
{(nolo contendere) fgudmimmx:«y)@zdm...xm pfygmitig) of the

namely

offense of

7lace at night time with intent to commit larceny.

as charged in count(s) number 1&2 of the (indictment) (rxapepliag;
and the court having asked the defendart whether he has anything to say why
judgment should not be pronounced, and no suffident cause to the contrary
being shown or appearing to the Court;

IT 1S ADJUDGED that the defendant is guilty as charged and convicted.
IT IS ADJUDGED that the defendant is hereby committed to the custody of
the Warden of the Adult Correctional Institutions for a period of 1 year.

IT 1S ADJUDGED that The defendant _s 2 violater of a nrava-

qe'ueﬂcn is reduced

.

iourly imposed 5 y=zar suspended sentence

to 1 year. Susgension of sentence is removed. Sentence %o

run concurrent,
RN FER A F LER TR LA T hExz et o Ty Brepncaigesh ot frnehex,
nghety sppaakrsmmdamentndaysdedho Qe me oty

[T 1S ORDERED that the Clerk deliver a curtified copy of this judgment to the

Warden of the Adult Correctional Institutions and' that the copy serve as the
comumitment of the detendant.

5/8/78

Counts 1 and 2 Breaking and entering a business

LY ¥

1.1

Gl fustive Supaenior Coaet 1Yanee

——— 4

Other sample:

IT IS ADJU YGCED that _8sntence i3 suspended, provation fov

3 yedrs. :ong!%':.ig_:x ol gz_-ooacmn, de:er‘da"" ia to :‘ema_ t at

Office
Exhibit 30
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STATE OF e el
RHODE ISLAND : 5-209 (3/74)
AND JUDG MENT
PROVIDENCE AND '
PLANTATIONS DISPOSITION SUPERIOR COURT
Providence ' F ; L E D @
Superior Court in ....... s County MAY 3 1978 5
dosah Q. Calisha
State CLERK
vs ,
Paul E. Kennedy
.................................................. P2/Tnfo  77-232
PP Case Number 7
rd Ma 78 .
On this 3 ..... dayof .......... y ............. , 19....., came the attorney for the State, and the de-
hn H. Hine r.
fendant appeared in person (and by counsel, namely ... Jo . H -ne S J ....................... e
........................... )-
IT IS ADJUDGED that the defendant has been adjudged guilty upon his/ZéX plea of (nolo contend:re)

s, . A S £ SV TS L Count 1. Leaving the scene o
XS DAVIE MDY OG A M RO T RAG KA of the offense of .7 .0 . .o 0000l ) =8
¢f an accident after personal injury. Count 2. Driving under the -
influence of liquor,
as chareed in count(s) number 1 & 2 ..... of the (indictment) (XMEHMAE; and the court having asked the
defendant whether he has anything o say why judgment should not be pronounced, and no sufficient cause to
:he contrary beiny shown or appearing to the Court;

IT IS ADJUDGED that the defendant is guilty as charged. |

o . .
IT IS ADJUDGED that . . DS7endant is placed on probation for 1 year, as to
gacn count, Condition of probation: Defendant is to attend the
State's Driving Education School.
............................................................................................... ]
R TP R R PRy —~
) o
o JPTCERNOCIERE AMESFPREGIR A AN DA hAT N AN AV GG B e Rt N L pads Fnle5 i
A Y A PCMEMIM A 2=
i [y
D
oWl

e oy _
PN 5/3/78




The State of Rhode Island and Hrovidenrr Plantations

ProvmEencs, ac.
To the Warden of the Adult Correctional Institutions in the County of Prom'deme GREETING:
Wﬂ command you that at.................. TR ’dock...’.‘....M on.. SO OO S JU0S ST SO
..:\ ....... e, A DL 1900 :-..,you Bave the bod. 0t i
S A
in your custody, as it said, before the SUPEIOr COULT, .. .ccut i e e essst e e sarec s asese s seseracsn st sesecesinsasas
in session at Providence, to 8nSWer £0.......8 &0 5 ilin oo e eee s e ee e s s eeeeeeseseee e eren e
here pending against........... \L\’m said Court. And have you there this writ.
Eereof fail not.
WrrvEss, the SeaL of our Surperior CoUrT, at Providence, this.........ccceeceecevenrnereniericrse et
ABY OF.pueeverereseeeeeeesem e eessaares aneans W S PN A, D19
........ Lt e e s eree e Fcenbana teen s CLETR
. -y e T
PROVIDENCE,.....cccomreertrrrereerermssmssesscsessnssssnseseons ,A. D, 1S......
Providence, sc. _
I bave delivered the above-named persons t0.......cccmumermieeneesressiisn st senanas Deputy Sherif,
as required.
e ——————ra st st Jailer,
I have received from said Warden the above-named persons, and have them here in court this....cccoevvnenne
GBY Of...iiviererrrieee e sve bt sse i e sb mevsa s st beneme e mmenm e sressasebas , & D, 19,

5/78

1.103
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Arbitration, 19
Attachment
on body, 47
release of, 5
Bail, gen., 54-59
and recognizance form, 54
docket entry, 55
index card, 55
forfeiture, 57-58
posted, 55
return of, 55-56
Bench warrant, 60-62
cancellation of, 61-62
index file on, 60-61
issuance, 60
Case file
preparation
civil, 13
criminal, 49
withdrawing from office, 4
Case number
civil assign .nt of, 12
notice of, to attorney, 14
Certificatas
deputy sheriff, 4-5
notorial, 4
Certified copy, 10
Citations
in supp. proc., 47
on misc. pet., 21-22
order to show cause, 48
Civil, gen., 12-48
Civil action cases, 16-18
Clerk's statement, 19
Costs, 49, 50
Counterwork, gen., 1-7

INDEX

I. Office Procedure

Criminal matters, gen., 49-71
Default, 38-40
Depos1tions, 9
Deputy sheriff certificates, 4-5
Disposed cases

criminal, 64-66
Dissolution of corporation, 19
Docket

civil, 25-28

criminal, 63
Entry of judgment, 41
Execution, 45-46
Exemptified copy, 11
Expungement, 63
Extradition, 70-71
Fees, 2
Fines and costs, collection of, 68
Forfeiture of charter, 20
Formal/special cause, 29, 33
Fugitive from justice 70—71
Habeas, 67

. Habeas corpus, writ of, 20, 70

Index file
as check on case number, 7
preparation of
civil, 14
criminal, 51
Indictment, 49
Information, 49
Judge's statement, 11
dJudgment
and disposition, 65
of acquittal, 64
of conviction, 64
Main, opening of, 3
Mechanics' Lien, 20

1.104

Miscellaneous petitions, 19-23
Money, deposited with court, 2
Hotions, gen., 29-38
civil
entered under rule of court, 30, 35, 37
multiple case, 31
objections to, 36
on continuous - jury, 32, 37
on continuoys - nonjury, 33
on motion calendar, 31, 35
to attach, 33
to dismiss, 31
reference list, 35
timely, 30
criminal, 59
Notorial certificates, 4
Order of notice, 22-23
Probate appeal, 24
Probation
as sentence, 65
violation of, 66
Publication, 22-23
Receipt, 2-3
Recejvership, 21
Record search, §
Records center, 6
Sentencing, 64-56
Service
proof of, on summons, 38
Summons, 16, 38
Supplementary proceedings, 47
Supreme Court, appeal to
civil, 43-44
cr1mlna1 69
Tax Liens, 21

Traffic matters, appeals from District Court, 52
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Office Procedure

Index (cont'd.)

Transcripts, S
Trans fer, of case for hearing, 8
Venue, charge of, 8
Violations, 66
Warrant
bench, 60-62
governor's, 70-71
Hoonsocket calendar, 34
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Civil Assignment

| Introduction

| The primary function of the clerk in the civil assignment
office is to make up the continuous trial (jury/non-jury) calendars
\ and see to their smooth operation.
’ Once a case has been added to the continuous calendar by
general office personnel, the clerk determines the approximate date
the case may be reached for trial and directs staff to give 30 cal-
endar days notice to al) counsel. This approximated date is a
function of the number of judges available to hear cases on the con-
tinuous calendzi; three or four times the number of judges is most
often the rule of thumb in determining the number of cases to appear
on one day's trial list, known as the Daily Calendar.

At least one week in advance a tentative datly list is drawn up
through consultation with the assign&ent judge. Before notice is
given to counsel, the case file 1s reviewed to determine any change
in counsel and whether consolidation or settlement has taken place,
The assignment staff then gives both oral and written notice (7-day

notice) to all counsel for cases appearing on the daily 1ist,

[1,A-11

Although some discretion is permitted the civil assignment clerk in sel-
ecting cases to receive 7-day notices (to avoid attorney scheduling conflicts),
once the 7-day notice has been sent and a definitive trial date assigned, no
continuances may be granted by the assignment office. At the daily calendar
call only the assignment judge may hear applications for continuances; if
granted, the case is added to an internal working document known as'the Day
Certaln Calendar.

At the end of the daily calendar call, the assignment judge and the assign-
ment clerk work together to send cases out to the other judges on the calendars
as they open up for trial or settlement. —

General duties of the assignment clerk include sunervising clerical support
staff within the office and answering the numerous complex inquiries directed
to him, Being continuingly aware of judge and attorney availability and of
the rate of disposition of cases on the daily calendar, and communicating
these facts can help ensure efficient use of cou;t time and the time of all

personnel involved in the court process.
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LIST OF EXHIBITS

Civii Assignment

1 Civil Calendar Card . . . . . . . . .. A-11
2 ' Calendar Notice (30—days) ....... A-12
3 Trial Notice (7 days) . . . . . .. .. A-13
4  Daily Trial Calendar . . . . . .. .. A-14

5 Monthly Report of Civil Case Movement . A-15

6 Formal & Special Cause Matters . . . . A-16
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Calendaring
Civil Assignment

CASE REFERENCE NO.

STATUTE
DESCRIPTION FORM | NO. oR PROCEDURE COMMENTS
RULE
Continuous Calenday As time permits, assignment office staff work a- [See QCP 40 (assigmment of cases for trial), R.P.
(Fury/non-jury) head to enable prompt notice Lo counsel that cases 2.1 no assignment of cases on certain days),
o : are te be set for trial. Staff work off one page R.P. 2.3 {continuous trial calendars}).’
of the continuous calendar at a time dccording .to
the procedure below. The same procedure’is fol-
towed foir both the jury and non-jury calendars.
Civil Calendar a. Pull case files for all cases listed on the
Card Preparation . continuous calendar page.
Ex. 1¥5-198 b. Prepare civil calendar card, entering:
jury (non-jury) (V) Other items, such as control number, county, date
; . . case filed and estimated length are usually left
if case file shows case has been consolidated,{blank since that information is rarely used,
enter case numbers and pull those casé files, N
case number, The control nunber should be entered by clerk/
. - {typist personnel in the office onto the continuous
case name (as it appears on case file label), |calendar. This number helps determine the number
of cases pending,
case type (from omnibus form),
date case caltendared: enter page number of
continuons calendar and date of filemark on
ompibus form,
1f case 1s a priority, 1t will be so indicated .
by Jjudge's ordery staple to back of calendar JProceed to section "30-day Notice," next
Ex. 2 15-192 card; scnd 30-day notice inmediataly,

1EA-1

page.
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Calendaring
Civil Assignment

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Notice Pranaration

30-day Notice Calendar

Ex, 2

5-192

attorney names, addresses, telephone numbers;
check telephone book to be sure address/phone
are current.

The assignment clerk directs the staff as to thé
number of pages on the continous calendar to be
selected for 30-day notice. tleadings on the no-
tice slips are filled in ahead of time, however,
when the ¢ivil calendar card is completed; the
slips are clipped to the calendar card. These
are filed away until ready to be set for trial.

a. Prepare 30-day Notice, entering:
nanie of case,
Jury/non-Jury (V).
b. Tyne address of attorney on reverse side of
notice,

¢. Clip both copies to civil calendar card,

d. File a1l calendar cards (with attached no-
tices) with continuous calendar page in page
number order.

e. Awalt direction from assignment clerk to se-
lect cases for notice.

a. At direction of assignment clerk, pull calen-
dar pages ready for 30-day notice.

b. Type these cases on calenday forn with heading
date 30-day notice mailed, enter alpha charac-
ter at top to serve as page number of Vist.

I1.A-2

The carbon also produces information for the 7 -day
notice except for the trial date.
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Calendaring
Civil Assianment

CASE REFERENCE NO.

STATUTE
DESCRIPTION FORM| NO. OR PROCEDURE COMMENTS
RULE

c. Separate 30-day notice from 7-day notice;
mail 30-day notice to all counsel whose ad-
dresses appear on calendar card.

d. Prepare index card for active file, entering:
name of case,
page (alpha character) of "30-day Notice

Mailed calendar."

e, Place calendar cards in maniila folder and
file in numerical order by page nunber of 30-
day Notice Calendar.

f. Keep 30-day Notice Calendar pages together on
clipboard for reference.

Attorney Response At various points in the notice process, case in-
to Notice quiries may be received,
) a. Request proper case name,

b. Refer to index card to determine location of
calendar page/calendar card. !

c. Enter appropriate remarks on calendar page
and call to attention of assignment clerk.

d. [If case has been settled, cross case name off [There seens to bhe no destruction/retention
Tist, pull calendar card and place in statis- |schedule for index cards and calendar cards
tics file. . for disposed cases.

7-day HNotice Ex. 3158-192 The assignient clerk designales to staff which

cases are to be selected For 7-day unotice,

{1A-3

5/18




Calendaring
Civil Assignment

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

7-day Notice, cont'd,

Case Settled

a. Pull indicated calendar lists/calendar cards.
b. Check list of from Presiding Justice to make
certain date has not been assigned to an

attorney who has been excused,

c. Telephone all counsel (leave message with

secretary).

d. Once attorney has been notified, cross case
name off list, enter date scheduled for trial.

e. On same day, mail 7-day notice to attorney.

f. If attorney has a problem with the scheduled
date, refer to assignment clerk.

g. Update index card, crossing off page number
and inserting scheduled trial date.

h. File calendar cards in folder labeled with
schedyled trial date.

If at any time once 30-day or 7-day notice has
been sent and the case is scttled:

a, Pull index card,
b. Locate calendar card and enter disposition,

c. Remove index card to inactive file,

IT.A- 4

If an obvious conflict exists, do not send out
7-day notice; try to arrive at suitable date.

A strict policy of no continuances after 7-day
notice except through the assignment judge is
adhered to. The assignment c¢levk should inform
counsel to consult judge. .

If the case {s settled before notice and no calen-
dar card has been prepared, prepare calendar card,
entering only name of case and disposition; file
card in statistical file.

Periodically remove inactive cards to make room, No

destruction schedule appears to be in effect.
5/70




Calendaring
Civil Assignment

CASE REFERENCE NO.

STATUTE
DESCRIPTION FORM} NO. OH PROCEDURE COMMENTS
RULE
d. Place caleudar card in ctatistics file.

Nay Certain Calendar Continued cases and cases for which 7-day notices [ihe day certain calendar is an internal working
have been sent are listed on a calendar known a5 ljocument only and should not be confused with the
the "Day Certain Calendar." These cases are addedf51d manner of case scheduling by counsel.
to the end of the Paily Trial Calendar explained
below.

Daily Trial Calendar Ex. 41 -- This calendar is prepared at the end of each day |ln Providence, the Daily Trial Calendar is

for the following day's calendar call. Both
Jury and non-jury matters are included on the 1ist
at the direction of the assignment clerk.

a. Enter date the calendar is to be called
(following day) at the top.

b. Type all cases from current daily calendar
which bhave not yet been reached.

c. Type all cases from "Day Certain" Calendar,

d. Make sufficient copies for distribution {post-
ing) to:

Courtroon clerk

Court stenographer

Assignment clerk andistaff
Clerk's Office Bulletin Board
Assigmuent Office Bulletin Boavd
Counter clerk

e. Transmit original te Judge.

1A~ 6

usually limited to two pages of cases.
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Calendaring
Civil Assignment

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
oR

RULE

PROCEDURE

COMMENTS

Daily Calendar Call

Assignment of Cases

Post-Calendar Call

Settlements

During the calendar call, the assignment clerk is
in the courtroom; notations of the attorney's re-
sponses are made on the daily calendar. Responses
include Ready (R); Subject (S); Continued to
(date); Settled.

At the end of the call, the judge assigns numbers
to cases marked "ready" to be sent out to judges
as they become free. The assignuent office is
notified as a judge becomes available and forwards
the case file to the judge.

a. As call from judge as to availability is re-
ceived, check list for next case; pull case
file and transwit to judge.

b. If attorneys are not present, contact them by

telephone, and inform that case is to be tried.

c. Retrieve calendar card and place in "awaiting
disposition" file.

When assignment clerk returns copy of Daily Trial

Calendar with notations, review list to determine

updating which nceds to be done in the assignment

office.

Seée procedure, pageqd .

11.A-6
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Calendaring
Civil Assignment

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR
AULE

PROCEDURE

COMMENTS

Continuances

Cases Not Reached

Disposed Cases

b.:

c.

If a new date appears on the call list: add
case to Day Certdin Calendar for date indicated.

Move calendar card to "new trial date" folder.

Enter new date on index card.

Keep calendar card in pending file for next day's
Daily Trial Calendar.

A completed “"Case Disposition Report" should be
received from the courtroom clerk once disposition
has been reached,

a.

b.

Enter disposition information on calendar card.
Staple report to back of calendar card.

Place calendar card in statistics file.

1LA-7

f
This form is not being completed by all court-

room clerks, at present. See Office Procedure
Handbook for sample form.
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Calendaring
Civil Assignment

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

PROCEDURE

COMMENTS

Statistical Reporting

Monthly Report of Civil
Case Movement

Ex. 6

The civil assignment office is responsible for
maintaining statistics regarding all civil cases
before the court. The "Monthly Report of Civil
Case Movement," accompanied by a breakdown of the
Formal and Special Cause Calendar, is due shortly
after the end of each month. Maintaining statisti-
cal files by categories required for the report
speeds up considerably the preparation of the re-
port and ensures itts timely submission. A sunmary
of these statistics is prepared quarterly and
annually.

On the last day of the month, start completing
the report. The following headings correspond to
the categories on the report form,

Type in month, year of reporting period at top
of form.

1. Cases pending - beginning of month: take this
figure from last month's report, last item,
“cases pending - end of month."

2. Cases added during month: count add{tions made
to continuous calendars; be certain to mark
stopping place on calendar as guide for next
month.

IT.A- 8

This should represent the total of cases appear-
ing on the continuous jury/non-jury calendars.

Civi) assignment office staff in Providence
stated that a more accurate means of determining
the civil statistics {s needed, because one case
may appear on the calendar several times and
thus may be counted several times. Since the
caseload in Providence/Bristol is very large, it
is impossible to catch -this error without undue
difficulty,

5/78




Calendaring
Civil Assignment

CASE REFERENCE NO.

DESCRIPYION FOftM] NO.

STATUTE
oR
RULE

PROCEDURE

COMMENTS

"Judge Days"

3. Cases disposed prior to calendar cali (before
30-day, after 30-day, after /-day notices):
maintain calendar cards by the above categories
so that at the end of the month only the cards
contained in each folder nced be counted to
arrive at the proper figure for the report.

4, Cases disposed on or after calendar call (var-
tous categories): maintain calendar cards in
folders; count cards as above (3).

. Total cases disposed: add items (3) and (4).

[34

6. Cases pending for trial at end of month:
cases pending {beginning)
+

cases added

cases disposed

= cases pending (end of month)
An additional requirement on the report is to
determine the nunber of "judge days" for the
month,

a. Determine the number of court days in the
reporting period,

H.A-9
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Calendaring
Civil Assignment

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

PROCEDURE

COMMENTS

Repert Submission

Quarterly Reports

Annual Report

h. Multiply this figure (e.g,, 10) by the number of
Judges assigned to the Daily Trial and Formal
and Special Cause Calendars (e.g., 5)

10 x 5 = 50 "Judge days"

c. Include this information and computation in a
note at the bottom of the report

Transmit to Presiding Justice o} the Superior
Court and to others upon request, Retain copy in
sequential file,

The same report form is used for the quarterly
reports, for quarters ending:

December 31
March 31
July 1 (end of session)
a. Total figures from monthly reports,
b, Change "monthly" on report title to “quarterly.”
c. Add reporting period date at top,
d. Submit to Presiding Justice.
This is filed in July, or whenever the court

session ends for sumner recess. Follow procedure
as for quarterly report, above.

IT.A-10
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CIVIL CALENDAR CARD

<«
P~
/%!  Jury / / Non-Jury =
‘ : 74-2624 (case
Control No: Consolidated With: 74-2396 name) County:
Case No:_ 74-1573 Case Title: John R. Morin v.
Frank N. George & Sons, Inc.
Date Case Filed: Case Type: __negligence Est. Length:
Date Case Calendared: 7-24-74° p 384 Priority Granted omn:
Nature of Priority:
ATTORNEY INFORMATION:
Name Phone I.D. No.
Plaintiff: (name) (address) 861-5700 XX
‘ b
~ Defendant: (") ( " 421-7281 XX
|
| SCHEDULING ACTIVITY: -
E Datg_a_ <
Date of 30-day Notice: 4-21-77 No 30-Day Notice: =
Date of 7-Day Notice: 5-17-77 No 7-Day Notice:
Trial Date: 6-7-77 1-12-78.
1-19-78 :
Reason Requestor (P/D)
lst Continuance 6-16-77 ’ 11-8-77
2nd Continuance 9-27-77 ) 2-21-78
Standby Review 10-4-77 3-27-78
Special Pre-Trial: Date Ordered Date Held
DISPOSITION TNFORMATION:
DISPQOSITION DATE: ‘ B
Settled Before 30-Day Notice Settled in Pre-T
Settled After 30-Day Notice Dismissed at Pre
Settled After 7-Day Notice Settled During T] o<
Settled at Calendar Call Dismissed by Coul &7 1
Default Judgment Jury Verdict E-
Dismissed at Calendar Call Judicial Decisio] 2
Case Assigned to Judge: No. Date Assigned | 23 5
Trial Started: Yes No; If Yes, Length (days to neares )
‘rdict or judgment entered for (amount) Plaintiff D
NOTES:
Lm-nun}

$-198 (1/75)
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e oAy tiam $9) Seeee b G et bty

SUPERIOR COURT 'OF THE STATE OF RHODE lSLAND
PROVIDENCE COUNTY COURTHOUSE

'CALENDAR NOTICE (30 DAYS)

Smith : ‘ : Jur‘./ ] Noa-Jury [ ]
VS - Jones o No. 74-158

"The above case will be called for trial in approximately 30 days. If chis case has been

“settled or for any "other valid reason will not be ready, contact the underaigned xmmedxacely

(A%

Failure to do so will resulz in an assumpuon by the court that -you intend to proceed.

.

ATTENTION ATTORNEYS

A 7 day notice will inform Superior Court Assignment Clerk

you of #rial date. _ Room 531 277 - 3225

-

$-192

SUPERICR COURT
CALENDAR CLERKXK.
Providenca County Courthouse

5/78

I1.A-12

Providence, R. . 02903

Robert C. Atwood, Esg.
121 So. Main St.
Providence, RI* 02903

Assignment
Exhibit 2A
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SUPER!OR COURT OF THE STATE OF RHODE ISLAND ©
) PROVIDENCE COUNTY. COURTHOUSE N
- TRIAL NOTICE (7° DAYS) al
Smith =~ ‘ . I - . . ]u’ry. X] - _Non-]ur‘f ]
Vs Jones ' , . " No. 74-1573
The above case is schedﬁled' for trial on:
PLEASE NOTE THIS DATE Thursday, Aoril 21, 1977
Counsel must be present for- the call of “the calendar on that date at 9:30 am. and
be ready for rml _ ,
Superior Court Assignment Clerk
Room 531 277-3225
5-192 ‘
)
}
B
SUPERIOR. COURT -
CALENDAR CLERK
Providence County Courthotse
Providence, R. 1. 02903
Robert C. Atwood, Es
121 So. Main St.
Providence, RI 02903 -
=
]
£+
[
o
e
n x
<l




JUDGE CALLING CALENDA:r.

X
CALENDAR 5
CLERK AL N LI ™
DANELLA, J. '
reeseeemrenrssenmeses e DAY o RO 27y 1078 e A.D. 19
233 ,0. ATTORNEY . ATTORNEY
G Wells \@ ﬂo«»%\'.o[ . ~ Reymolds
70-25 | Helsn M Gudavich et al Y- Walter C Cobter Surdut
i lipsey \ Lovegreen
731-25673 | Janiﬁiﬁe et al “ Georgs Bond -
’ Cuzzone Y §2’§k§ " )
7L-21128 | Rozer ILewis et al o Providence Washington Ins‘Co :
| ¥o¥ JURY | D'Amico R Marocco
77-3252 | Fmelde B leonard *"01d Stone Renk et als
| i,‘_ncelor‘_e_,__@./ﬁ,fyw—\ VA (‘? " Moors
7L -2202 Francis J Ciccareselli __:_;loseoh Costantino
"-‘ | MeBurnsex N T Carroll
74-2590 David Pires st _al ¥ Tuzere J Tromblew Kershaw =
Morgera < DeFanti <'i
7). -2023 : Marcuerite M_Aceto = The Qutlet Co :;
| Angelone S Woolley _
7.-987 Raymond E Callison Jr '~ Rhods Island Collegze
l Cerilli sr /3 @/ ,L%A,t,_ ~ Karshaw
72-11.08 ! DeCesarws Co ngtr Co Inc * pravelers Ins Co
’ ' DeMaria ,dm - Jog Xslilw
! 7L.-2809 William Balasco * Buckley & Scott Co
| Chaik S g
10125 Carol Bucci * The Miriam Hogspital et
_Al Pactor Y W
w . 3
7L -20135 Ronald Hesro npa et al Crarles W Clark g,
| J McGair ) 2 =
71 -2867 Francesco Belluccl et al  Flliot 3uick Inc et all 4%
Kennedy NN 3
‘1985 ! Youssef Bahri d/b/a  * 5t Basil's Church Corg
| capineri X I
731023 [ Georma Coshtn “ tar Varket Co Inc —

e e m—— s — T

|
|
!

Iy “




February, 1978

Prom: Assirnment Qffice

MONTHLY REPORT OF g
CIVIL CASE MOVEMENT w0
Prov - Bristol . .
Providence-Bristol Jurv Non Jurwv ' TOTAL
lases pending for trial at
eginninz of month 6589 795 738L
sases added during month 135 20 _ 155
Jases disposed prior to calen-
lar call: _
Settled before 30-day notice 15 15
Settled after 30-day notice 10 10
Settled after 7-dav notice 13 2 15
: [Se]
Jases disposed on or after 0
alendar call: : <
Settled at calendar call 1 ol
Default
Settled at pre-trial 5 3 8
Dismissed at pre-trial 9 1 10
Settled during trial 1 ,
Jury verdict 6 é
Judicial decision 1 L 5
‘otal cases disposed 71 10 31
‘ases pending for trial at ' -
ind of month 6653 805 7458
PW‘-—\

NOTE: This reporting period consisted of 10 days during which
ws had 5 Judges engaged on the Deily Trisl Calendsar
and 1 Judge engaged on the Formal & Special Cause Calen

which makss 60 "Judge Days" for February 1, 1978 25
through February 23; 1973. g .
55

- n =

n X

[~agsx}




February, 1978

FaLAel & SPECIAL CAUSE MATTEZERS

1. Praeliminary Injunctions

2. Pctition for Assessment ol Damazcs-Uncontested

3. Proof of Ciaim

Congant Judroment

5. Aguncy Appeals (including Zoning Appeals) (wost such decisions are rendered after
memoranda are filed end a Lranscrint is examined).

PTitle Proceedings & Other Uncontestea Digspositions

Zupplomerntary Proceedings

haeelversnip Proccedings

1J. Motions to Dissolve or Authorize Attachment.(including Body Executions)

11, Petitions for Mandamus

12, Contempt Proceedings

13. Procesdings to Vacate Default Judgement

14. Partition Proceedings

Mo EOI

Assignment
Exhibit 6A
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Assignment of case to judge, 6
Calendars
continuous, 1
daily trial, 5
day certain, 5
distribution of, 5
formal & special cause, 8
notations on, 6
priority cases, 1
Calendar call, 6
Civil calendar card, 1
Exhibit 1, 11
Continvances, 4, 7
Continuous calendar, 1
Daily trial calendar, 5
Exhibit 4, 14
Day certain calendar, 5
Disposition, entering of, 7
Formal & special cause, 8
Exhibit 6, 16
Index card, 3, 4, 7
Inquiries, response to, 3
Notice, 2-4
7-day, 3-4, Exhibit 3, 13
n-day, 2-3, Exhibit 2, 12
Settled cases, 4

INDEX
A. CIVIL ASSIGNMENT

Statistical reportina, 8-10
annual report, 10
formal & special cause, 8, Exhibit 6, 16
judge days, computation of, 9
monthly report, 8-9, Exhibit 5, 15
quarterly report, 10
. submission of report, 10
Trial, notice of, 3-1
Exhibit 3, 13

1, A7
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Civil Assignment
Newport and Washington

Introduction/Procedure

In Newport and Washington Counties, the assignment of civil cases
is accomplished through the joint effort of all office personnel
rather than by an assignment office.

The county of Washington maintains continuous Jjury and non-Jjury
calendars in much the same manner as Providence/Bristol. lowever,
specific trial dates and the number of cases to be heard are set by
the clerk together with the trial judge for the session. The judge
determines whether matters will be selected for either the Jury or
the Misceltaneous {all non-jury matters) Calendar, Generally 5 or
6 cases are assigned to each day in the session; these cases are
selected from those next in Yine on the appropriate continuous cal-
endar. As attorney responses are received, notices to additional
counsel are mailed until the trial calendar has been filled with a
sufficient number of cases ready to proceed to trial., The trial
* calendar is then typed, distributed to attorneys, and posted iﬁ the

clerk's office. Once the first case on the calendar has been reached,

11, 8-1

all other cases are placed on stand-by; attorneys are notified by tele-
phone of when the case will be reached.

In Newport County a more informal means of assigning cases is used
since the volume of business is smaller. Attorneys notify the clerk’'s
office by motion or stipulation that they wish a case to be assigned to
either the miscellaneous or jury calendars. The judge assigned to the
court session will select what calendar is to be heard on specific dates.
Once a definite date has been chosen, the clerk will inform the atturneys
of record by telephone of the date the case will be called. The Miscel-
laneous or Jury Trial Calendar will then be prepared, distributed and
posted by the clerk. Sample forms for notice and the jury and miscel- -~

laneous trial calendars appear at the end of this section.

Statute/Rule: See R.P., 2.7 (calendars)
R.P. 2.8 (assianment)

See also Providence/Bristol, Civil Assignment, “Statistical Reporting."
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THIS NOTICE IS SENT TO
ATTORNEYS IF WRITTEN
NOTICE IS GIVEN (some of

the county Judaes oprefer-
STAIEO#RHODPEIANDANDPROWDEVCEPLAVTAﬂONS

: telenhone notice). x
L;ﬁ:/}’ SUPERIOR COURT NEWPORT COUNTY &
- N\Ret Newport, Rhode Island 02840
o Y TRIAL DESIGNATION EITHER
MISCELLANEOUS OR JURTRIAL CALENDAR OFFICE OF THE CLERK  (LO1) 8L46-5556
YOU ARE HEREBY NOTIFIED that JUSTICE ARTHUR A. CARRELLAS,. of the N
Newport County Superior Court has this date assigned the Misc. or Jury
trial casea listed below for trial during the period to commence
dates throngh . and requests that you
alert your clients and witnesses so as to be prepared to go forward
on the date indicated.
ASSIGNED FOR TUESDAY, MAY 9, 1978
’ N
76-89 EDWARD V. GODDARD ¥ Vs BROWN UNIVERSITY & ANN BORGES
3-1 846-0120 Joseph R. Palumbo 421-3102 Bernard F. McSally
272-8800 John F, Dolan
76-283 BURGESS & LEITH .  : Vs JAGOB GORDON :
3-2 624-8516 Thomas T. Brady 847-0872 Joserh Houlihan

' 1 4
3 3 i
@ : :

(The 3-1 under the case no. and 3-2 under the second case number denote the paage
and where on that particular page the case is [see Jury trial calendar].)

ASSICGNED FOR WEDNESDAY, Mav 10, 1978

r

11,B8-2

— i e Be e

Assignment
Exhibit 1B




L JURY TRIAL CA LENDAR Pase
76-89 EDWARD Ve GODDARD | VS BROWN UNIVERSITY & ANN BORGES
g 846-0120 Joseph R. Palumbo | 421-3102 Bernard F. McSally
. 272-8800 " John F. Dolan <
N
X9}
Calendared: <//7/ Pre~Irial: : .~ Held Trial
g lst Continuance: By Reason e
2nd Continuance: By ~ Reason
Priority Granted: For Trial on:
DISPOSITION: JURY VERDICT JUDGMEN'L
DECISION ] - STIPULTAION
- »
. 76-283 BURGESS & LEITH vs JACOB GORDON
624~-6616 Thomas T, Brady 847-0872 Joseph Houlihan
™.
/Q/&éﬂ’— SE T Lol =
Cdlandared: 2/77 Pre-irials _ Rnola Trial =
1st Continuance: By ~_ Reason
2nd Continuance: By "~ Reason
Priority Granted: For Trial on:
DISPOSITION: JURY VERDICT JUDGHENT
DECISION ) SEIPULATION
@ a
T
76-229 SUSAN BROWN VS SAMUEL BROADHURSTS & PAUL ROBERTSON
847-0171 Richard D'Addario d/b/a Island Mower & Cycle Service
521-7000 Bruce G. Tucker :
Calendared: Pre=Trial: =~ Held Trial
18t Continuance: By ' Reason
2nd Continuancs: By 7 Resson L
Prioriiy Granted: For Trial on: |
DISPOSITION JURY VERDICT JUDGMES |
DECISION STIPULATION b
76-~113 PAUL VALENTE Vs N MARLEY 2o
274-0700 Lovett & Linder 272-8800 John F. Dolan T
Roaul Lovett Keenan, Rice, JDolan, R Sy
40 Westmi =
wn X
< Ll
v | .
‘> /E/ "~ Reas —
Priority Granted: _ For Trialron:
DISPOSITION .~ - JURY VERDICT — 7 TOLCHEDY

DECISION STIPULATION f,fZE ZE s

- — - et ¢ bty s - o —time .+ -




Mise. Txfial Calendar

Tade

N -
Case No. Name . vs. No. Name
Tel. No. - Atty's MName Tel. No. Atty's MName 9
Address - if necessary Address (etc.) =
Calendared: Pre-Trial: Held Trial:
13t Continuance: By Reason:
2nd Continuance: By Reason:
Priority Granted: rfor Trial on
DISPOSITION: _TUDOMENT .
DECISION STIPULATION:

[ )

<
1
=
Calendared: Pre-lrial: Beld Trial:
18t Continuance: By Reason:
2nd Continuance: By Reason:
Priority Granted: For Trial on
DISPOSITION: JUDGMENT :
DECISION: STIPULATION:
Calendared: Pre=Trial: - Held Trial:
18t Continuance: BY Reason:
&nd Continuance: By Reason:
Priority Granted: ¥Yor Trial on
DISPOSITION: JUDGMENT :
DECISION: STIPULATION:
+) &0
=
Q
=
o e
[wyN=]
=
vy X
Calendaredq: Pre~Trial: Held Trial: <t
1st Continuancs: By Roason
2nd Continuance: By Reason
Priority Granted ror Trial on
DISPOSITION: JUDGMENT :
DECISION: STIPULATION:




Criminal Scheduling
Newport and Washington

Introduction/Procedure

In Washington and Newport Counties, tne Attorney General, in conference
with the judge, prepares the calendar, notifies counsel, and submits a copy
of the prepared calendar to the court. The clerk's offics has little to do

with scheduling of criminal matters.
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Courtroom Procedure

Introduction

The courtroom clerk has the very important task of recording court
action on cases which come before the court. Clerk—fypists are precluded
from the performance of any in-court duties except to offer assistance to
the clerk or designate. Alertness, efficiency and organization are re-
quisites fur a good courtroom clerk.

Many duties ef the courtroom clerk occur prior to the court session,
when calendars are drawn and updated, inquiries from parties are received,
case files are pulled and requests of the judge are fulfilled, Tt is impor-
tant that everything be in order before the court officer calls the judge
to the bench.

Judyes appreciate a courtroom cierk who does not need prompting. Since
judges may differ somewhat in procedures, it is important to observe closely
how individual judges 1ike things done. General in-court duties include:
calling the calendar, announcing cases, transmitting case files and docu-
ments to the judge, swearing in witnesses, taking charge of exhibits, admin-
istering various oaths, marking papers filed in court; performing various

Jury-related tasks, issuing forms at the direction of the court.

RS B

The most important in-court task, however, is to keep an accurate
record of what happens in court. Detailed notes are made in what is
called the court log (also referred to as the record, or journal). This
Tog 1s a concise history of court action in the case and is used for
reference when questions arise. The courtroom clerk is responsible for
determining the official docket entries; alertness during the court
session is necessary to ensure accuracy of the entry, particularly on a
fast-moving calendar, as in arraignments or motions. Some courtroom
clerks find that making notations on the calendar is helpful; a copy of
the calendar can then be left at the counter for referral when parties
ask about progress on a case. Legible handwriting is a-must, since
docket entries are made later by the clerk-typists in the records
section.

Responsibilities of the courtroom clerk continue following the
court session: case files ﬁust be returned to the records section for
entries to be made; exhibits must be secured; interest and costs must
be computed on civil judyments; judgments must be entered; and prepar-

ations for the next court session must be made.
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Civil

7
8
Crimi

9
10
11
12-
13
14

-t

LIST OF EXRHIBITS
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Courtroom Procedure
Civil/Criminal

CASE REFERENCE NO.

DESCRIPTION

PROCEDURE

COMMENTS

Exhibits

Labeling of Exhibits

Storage of Exhibits

The courtroom clerk has the responsibility for safe
keeping of all exhibits. Since exhibits may be
handled in court by various persons, make certain
that all exhibits are returned to you al the con-
clusion of the session. Proper labeling and storagq
procedures are essential.

There are two types of exhibits:
1) A "Full" exhibit, one which the court has

allowed to become part of the record and may be

used as evidence and

2) "For identification" exhibits, which are not
allowed as evidence and which may not go to the
Jury.

Plaintiffs (PYLf.) Exhibits are labeled by number.

Defendants (Deft.) Exhibits are labeled by letter.

fach exhibit shouid be labeled with the foliowing
informatiun:b

case number .

exﬁ1b1t number or letter; full or ident.

1f there are multiple pltfsidefts), enter

individual's name
date

name of courtroom clerk )
If an exhibit is later changed from "identifica-
tion" to "full" status, cross out “ident.", enter
“FUll" and date of change,

Ixhibits should be stored in a manila envelope
marked as follows:

case mmber (right-hand corner)

name of case

1.1

In criminal cases State should be substituted for
Plaintiff.

A separate sxhibit label may be preferable so that
marks are not put on original papers. A string tag
may be used for bulky items.

i

Storage in a separate. envelope is preferabie Lo
storage in the case file --then one standard pro-
cedure can apply to all cases,
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Courtroom Procedure
Civil/Criminal

-

CASE REFERENCE NO.

DESCRIPTION

FORM

NQ.

STATUTE
on
RULE

PROCEDURE

s s ez i

Storage, cont'd.

Entry to Court Log
(Record Bnok)

Withdrawal of Exhibits

Exhibits to Jurors

list of exhibits .
Plaintiff Defendant
1, 2, 3, etc. A, B, C, etc.
"Full” or "Ident.” for each
name of clerk
name of Judge
date of conclusion of case

Exhibits should be in the courtroom during trial
but should be placed in a secure vault when not
in use,

The courtroom clerk must enter all exhibits to
the court record book for each case heard. The lo-
cationof the storage area should he indicated.
PYLF. Exhibits Deft. Exhibits
LE full (ident), descript. 3 full (ident), descript

i3 G

Withdrawal of exhibits is to be only by leave of
court; i.e., a judge's order is required to
withdraw an exhibit or to insert a copy of an
original as an exhibit,

Only full exhibits are to be shown to jurors dur-

ing deliberation or trial,

1.2

Large exhibits, suchas stolen property, are
tagged and stored, in a secure room.

See "Court Record Book"

The description need only be a few words to dis-
tinguish one exhibit from another.

In open court, attorneys may agree on the record
to withdraw an exhibit, : :
Once the period for filing an appeal has passed, .
a notice may be sent to attorneys informing that
if exhibits are not picked up within 30 days, )
the court will dispose of them. Newport follows
this practice under RCP 43(i}; the notice is
signed by the judge.
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Courtroom Procedure
Civil/Criminal

'CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

PROCEDURE

COMMENTS

Swearing in_a Witness

[ 2R

. As the witness s called to the stand, say

“PLEASE RATSE YOUR RIGHT (ANDY and adwinister
the appropriate salh {or afftrmation).

. Jury Matter

¥YOU O SOLEMNLY SWEAR THAT THE TESTIMONY WHICH
YOU SHALL GIVE TO THE COURT AND JURY SWORN IN
THE CASE NOW ON TRIAL SHALL BE THE TRUTH, THE
WHOLE TRUTH, AND NOTHING BUT THE TRUTH SO MELP
YOU Gop.“

Hon~dury Matter

"YOU DO, SOLEMNLY SWEAR THAT THE TESTIMONY WHICH
YOU SHALL GIVE TO THE COURT IN THE MATTER NOW
IN HEARING SHALL BE THE TRUTH, THE WHOLE TRUTH,
AND NOTHING BUT THE TRUTH SO HELP YOu GoD."

If a witness states that he will affirm, admin-
ister the following:

Affirmation of a Hitness - Jury Matter

“YOU DO SOLEMNLY AFFIRM THAT THE TESTIMONY
WIHICH YOU SHALL GIVE TO THE COURT AND JURY
SHORN IN THE CASE NOW ON TRIAL [{IN THE MATTER
NUW _IN (EARING) SHALL BE THE TRUTH, THE WHOLE
TRUTH ARD ROTITING BUT THE TRUTH. THIS AFFIRMA-
TION YOU MAKE AND GIVE UPON THE PERIL OF THE
PENALTY OF PERJURY."

"Please state your full pame and spell your
tast name."

1113

If there is a long break in testimony or if a
witness has been excused and is recalled, it is
a qood practice to remind the witness that he
is still under oath.

An affirm&tion oath is used when the witness
states non-belief in God.

/

The substitution for a non-jury matter is given
in brackets.

Especially in criminal cases, it is a gqond prac-
tice ta have the witnesses state their names
under oath, Spelling of the last name is help-
ful {and often necessary) to the court
stenonrapher.
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Courtroom Procedure
Civii/Criminal

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

PROCEDURE

COMMENTS

Jury Commissioner Excuseds

Opening of Court

Rol1 of dJurors

Prior to opening of court, the Jury Commissioner
greets the jury panels and excuses those who have
reason not to sit on the jury for the two-week
period, As persons are excused, make certain that
a red line is drawn through the names of persons
excused; a duplicate Yist needs to be kept for the
judge.

Transmit updated Yist of jurors to judge.

a. At the judge's direction, call the rol? of
Jurors; start:
“Ladies and gentlemen of the jury, answer ‘here’
to your name as it is called. Rise and remain
standing. Mr. (Officer), you will count the
Jurors .M .

. Cal) jurors on Yist, announcing name of city
(town) and full name as it appears on list.

C. If juror ahsent, enter date of absence
beside name.

d. At end of call, say:
"Is there anyone who has been summoned for jurvy
duty, whose name [ did not call?

111.4

The clerk in charge of jury matters informs the
Jury Commissioner of the number of jurors needed
and when. RIGLA 9-10-1. : .

A list of jurors qualified for service is pre-
pared by the Jury Commissioner and qiven to the
Court.

Several copies of the updated tist should be
available,

Tha Judge and the Jury Commissioner will take
care of any resnonses to this query.
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Courtroom Procedure
Civil/Criminal

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
ofn
RULE

PROCEDURE

COMMENTS

Qualifying Jurors

Swearing in the Jury

Sub-Panels

RIGLA
9-10-12.1,
12,2

Before judge conducts the inquiry for qualifying
the jurors, administer the following oath:

“Ladies and Gentlemen of the Jury, please.raise
your right hand.

“YOU DO SEVERALLY AND SOLEMNLY ([SWEAR] THAT YOU
HILL TRUE ANSWER MAKE TO SUCH QUESTIONS THAT SHALL
BE ASKED OF YOU BY THE COURT. (SO HELP YOU GOD.}"
“Please be seated.,"

"Will the jury please rise. Please raise your
right hand and face the court.

"YOU DO SEVERALLY AND SOLEMNLY {SHEAR] THAT IN
IALL. CASES BETWEEN PARTY AND PARTY THAT WILL BE COM-
4ITTED TO YOUR CARE, YOU WILL RETURN A TRUE VERDICY
FTHEREIN, ACCORDING TO THE EVIDEMCE AND THE LAW AS
GIVEN YOU BY THIS COURT. (SO HELP YOU GOD.}

"Please he seated."

In larger counties (Providence, Kent), the judge

announces number of sub-panels and number of jurors

in each.

1. Place sYips of all qualified jurors in barrel,
and spin the barre?,

1. Say: "Ladies and Gentlewen of the Jury, as your

name is called, please rise and answer 'here.'
Mr. Officer, you will count the jurors."

"TI1.5

Substitute bracketed words below for af%irmation
oath,
[AFFIRM]

(THIS AFFIRMATION YOU MAKE AND GIVE UPON THE
PERIL OF PERJURY.)

See above [ . . . ] for affirmation oath.

These slips are prepared in advance by clerk's
staff upon receipt of the jurors list.
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Courtroom Procedure
Civil/Criminal

CASE REFERENCE MO.

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

PROCEDURE

COMMENTS

Sub-Panels, cont'd.

. Oraw juror cards from barrel one at a time until

nuher in sub-panel is reached.
Amnounce:  From city (town) and full name as
on ravd,

. Ouce notation has been made an back of card as

to sub-panel, transmit juror cards to court
officer.

Wait until the jury panel ieaves before starting

next panel, then: continue in same manner unti}
all sub-panels have been called and no qualified
jurors remain.

1.6
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Courtroom Procedure
Civil/Criminal

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
an
RULE

PROCEDURE

COMMENTS

Court Record Book

One responsibility of the courtroom clerks is to
leep a record of each day's proceedings in the
court in a book maintained for this specific pur-
pose. This book is referred to as a COURT RECORD
BOOK or LOG BOOK and the following information is
entered:

a.

b

Date of proceeding (day, month, date and year)
Tine started.

Judge’s name.

Stenographer's name.

Case number

Case name

gggqggg)‘g?nera] or Pubtlic Dafender, if
Jurors. .

Witnesses in order called, noting whether
witness is for prasecution or defense,

List the exhibits for each side, with des-
criptive title.

Record each motion and who made the motion.

Record ottcome of motion (granted or denied).
111.7

Keeping this "diary” seems to be a tradition
rather than a requirement. Most courtroom clerks
agree, however, that it has often proven useful
for reference.

In general the log should be a reference to only
those things not entered on the docket; it is
unnecessary duplication to do otherwise.

See “Exhibits"
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CASE REFERENCE NO.

Courtroom Procedure
Civil/Criminal

STATUTE
on
RULE

DESCRIPTICN FORM| NO. PROCEDURE COMMERNTS

Court Record Book, cont'd. " m. Record hearings orders and documents issued:
1)} Reason for hearing,

2) Witnesses,

3) Exhibits.

t. Record time State rests its case. Steps "n" and “o" are optional; it is only main- |
taiped for the convenience of the attorneys.
0. Record time defense rests.

p. Note any rebuttals: *
1} Witnesses, '
2) Exhibits.

q. Keep record of arguments:
1) Time argument started,
2) Time argument ended.

r. Keep time record of jury retivement and time
record of returns for verdict,

s. Note disposition of case. 4
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Courtroom Procedure

CASE REFERENCE NO.

Civil
STATUTE
DESCRIPTION FORM] NO. oR PROCEDURE COMMENTS
RULE
Daily Civil Trial Calenda The daily trial calendar is the first calendar The civil assignment clerk prepares the daily
. called at the beginning of court each day to deter{trial calenday list. In Providence and Kent, the
mine how the attorneys intend to proceed with the |calendar is called by the courtroom clerk respon-
case that day. The judge, clerk and stenographer |sible also for the Formal/Special Cause Calendar.
should each have a copy of the calendar. In the smaller counties, the call of the Miscel-
laneous and Jury Calendar is held at times
a. Call cases in order, announcing: specified by the judge.
Case number, V.
b. Note response of attorney on calendar, as Because time is limited, a shorthand system
specified by judge. should be used.
E.g. Ready (R)
Ready-Hearing {(R/1)
Ready-Subject (rR/S)
(e.g. to notice of witnesses)
Ready-Conference (rR/C)
The judge will then confer with the assignuent
office to detevmine availability of judges and
announce the courtrooms in which the cases are
“ to be heard {(tried). Cases marked “hearing” are
) announced after the call has heen completed,
c. Retain the calendar call sheet for re¢ference,
RP 2.2 d. For cases of defaultunder Rule 2.2, make entry

in case file,

I11.9
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Courtroom Procedure
Civil

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Formal/Special Cause
Calendar

Pre-Calendar Call

Weisberger
Memo 11/9/72
RP 2.4

Matters which require testimony aud/or evidence

and which must become part of the court record are

placed on the formal/special cause calendar,

Matters are first placed on this calendar by re-
quest of the attorney on the omnibus assignment
form. The courtroom clerk sheuld coordinate
closely with the person who proparas the calendar
to equalize the daily load as much as possible.

A telephone call to an attorney miv he necessary
to change a requested date.

a. Pull case files for all cases on calendar, in
same order as on 1ist.

b. Make certain that three copies of calendar
{courtroom clerk's, judge's, stepo's) are up-
dated with information as to continuances,

“pass," etc., received after the final calenda:

has been typed.

H.B.: The courtroom c¢levk wav accept a contin-
uance ar a pass frowm an attornoy as long as it

is by agrecment of both partios.

Mark on calendar “continued to (date)" or
“passed."  For passed cases get now date from
attorney; reinind attorney that new omnibus
assigoment form showld be §ited,

¢. Transmit updated calemdar and any special {u-
formalion to dudge. 10

In Providence, formal/special cause matters
are heard daily. In Washinaton and Newport,

. these matters are included on the Miscellaneous

Calendar. A Vist of these matters is found on
the statistical reporting form.

For the calendar preparation procedure, refer
to the O0fFice Procedure iandbook.

In Providence, the calendar call is limited to
one page per day 4anpr0ximate]y 25 cases) when
at all possible.

'

The granting of continuances by the clerk occurs
only on the formal/special ciuse and motion
calendars, A continuance cannot be qranted in
this wanner when the case has been set for
trial. .
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Courtroom Procedure
Civil

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

PROCEDURE

COMMENTS

Calliny the Calendar

Schedulting by Appoint-
nent

a. After opening of court and at direction of
judge, call the calendar in order by announc-
ing name of case.

Cases which appear on the calendar but were
continued or passed prior to court should be
called, with continued or passed notation.

b, Hote on calendar the response of the attorney.
Responses include:
Ready formal (no testimony involved) (R/F)
Ready (nature of matter, e.g., oral proof of
claim) (R)
Ready subject }e.g.. witnesses need to be
notified) (R/S)
Ready conference (i.e., request for hearing
in chambers) (R/C)

c. At same time, organize case files by cate-
gories above.

A short recess may take place at this time to en-
able scheduling of conference cases and to give
an appointed time for certain cases requiring
appearance of witnesses.

The courtroom clerk should work closely with the
judge in scheduling appointments. A desk calen-
dar is essential in the courtroom so that cases
may be entered inmediately.

(LN

Because time is limited, a shorthand system
should be used.

The.scheduling of appointments for certain
forma! matters is a practice which works
well in Providence.

In Providence appointments are scheduled
for 11 A.M. and 2 P.M. as the court agenda
permits,
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Courtroom Procedure
Civiil

CASE REFERENCE NO.

STATUTE
DESCRIPTION FORM| NO. OR PROCEDURE COMMENTS
RULE
Iltear{nns When court resumes, and hearings are to begin,
cases which vesponded “Ready/Forwal" are those
first heard since they are matters heard auickly;
then follow those "Ready", "Ready/ Conference and
"Ready/Subject" are normally assigned an appointed
time.
Hand case file to judge, who will announce the
case.
In-Court Duties In-court duties jnclude:
. MAdninistering oaths, as to swear in witness. See "Swearing in Witness."
Labeling of exhibits. See "Exhibits,"
Keeping notes for log. See "Court Record Book."
- Ex, 4 . Preparing docket entries, See "Trial Matters."
£x. 5,1 Filling aut judgment fovws. See “Judgment.”
. 6,7.8 ;

ft1.12
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Courtroom Procedure
Civil

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
oR
RULE

PROCEDURE

COMMENTS

In-court MNotations
On Calendar

Statistical Report

Ex. 1

It is helpful to keep shorthand notes of court
action on the daily calendar for two purposes:
- for reference to updated progress on case
by parties and public (a copy is kept at the
counter for referral),
- for statistics.

Suggested notations include:

continued to “dates at left"
reason for hearing; action of court

4 to A = Motion to Attach

= Defendant

I = Plaintiff

0PC = Oral Proof of Claim

0/T/E = Order to enter

Oent = Order entered

M far SJ = Motion for Summnary Judgment

At conclusion of court session, transmit copy of
calendar to counter personnel,

Enter mark by type of case on statistical report-
ing form., {This information becomes part of the
report completed by the assignment office at the
end of the reporting period.?

Keep copy of calendar for one year, for refer-
ence.

T11.13
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Courtroom Procedure
Civil

CASE REFERENCE NO.

STATUTE :
DESCRIPTION FORM| NO. OR PROCEDURE COMMENTS
RULE
Motion Calendar RP 2.5 The motion calendar is prepared, typed and dis- See Office Procedure Handbook, Civil, "Motions®
PRALALILL R L RP 2.9 tributed by the civil records section. The no- In Providence/Bristol, Tuesday, Yednesday and

Continuances

Ready/Subject (R/S)

Passed

tion clerk should keep a copy of the calendar

handy for notations of continuances or passes of

which the clerk is informed prioy to the court
sessian.

The clerk from 8:30 A.M. to 9:45 AN, accepts
phone calls from attorneys who have a scheduling
problem for that day of the calendar.

A continuance can be granted by the clerk only
when it is by agreement of all counsel.
a. HNote on calendar: “continued to (date;.®

b. If the calendar date requester appears to be
heavily scheduled, suggest a lighter day.

c. After court session, return calendar copy
to civil records section so that new entries
may be made on motion calendar.

If an attorney calls prior to court, stating he
has a commitment in another court, mark the case
“ready/subject” on the calendar. At calendar call
announce the ready/subject status for that case.

A passed case often means that counsel have
reached an agreement on the wotion and a court
date is no longer needed.
It may mean stply that no counsel will appear
for gither side i? ?2urt.
1.

Thursday are Motion Days, R.P. 2.5. For the
other counties, RIGLA 8-7-3 specifies Lhe
Motion DNays.

This is in contrast to the practice of no con-
tinuances allowed when set on the daily civil
trial calendar.
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Courtroom Procedure
Civil

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Motion Calendar Call

On passed cases, attorneys who wish to argue a
motion in court must file an omnibus assignment
forni in order to be assigned a new motion calendar
date,

The courtroom clerk, the judge, the stenographer
the sheriff and others assistino should all have
a copy of the motion calendar prior to court,

The motion calendar is called at 10 AM. This
allows time for the cuurt to have in camera con-
ferences.

The average calendar contains from 4 to 10
pages, 22 cases per page,

a. At the court's direction, bagin the calendar
call by announcing
case number
case name

b. As attorney responds, enter response on calen-
dar copy, e.g.,
Ready/Formal (R/F)
Ready/llearing = (R/H)
Cont. to (date)

c. At end of calendar call, request sheriff to
pull case files of all thosa with response of
"ready," and bring to courtrnom.

111,15

In addition to each case, the line in which the
case name is on is alsa numbered 1 - 22, In
this way a case may be referred to by page and
line number, enabling quicker reference than
by case name.

Some judges may prefer to call the calendar
rather than delegating this responsibility to
the clerk. -

The case number may be omitted for long calen-
dars, .

This 1s the present practice in Providence.
However, smaller courts prefer to pull aill
case files prior Lo court,
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Courtroom Procedure
Civil

CASE REFERENCE NO.

DESCRIPTION

FORM |

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Recess

In-court notations

Action of Court

During recess, the courtroom clerk should be avail}

able to reschedule for hecaring, arrange confer-
ences {in camera sessions) and screen those per-
sons requesting a meeting with the judge, help-
ing out where possible and thereby reducing burden:
on the judge's time.

Because of the fast-moving nature of the motion
calendar, the courtroom clerk must be alert and
work ahead as much as possible in order not to

fall behind in making notations for entries to

the docket.

For each case before the court, a separate sheet
of paper should be prepared, with the following
notations.

Case number

Pate of session

Name of Judge

Motion by (plaintiff ar defendant) {name indi-
vidual if more than one plaintiff or defendant
or if a third party) to(state motion). Granted
(denied). Order to enter {7.e., attorney will
present order for signature).

Be sure to include all motions brought before
the court for each case and any conditions attach-
ed to granting of mation.

If the court requests that a memorandum or af-
fidavit be fited by an attorney, the judge may ask
the clerk to follow-up on 1ts receipt,

a, Note vequirement for docket entry,
1,16
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Courtroam Procedure
Civil

CASE REFERENCE NO.

STATUTE
DESCRH!PTION FORM] NO. 8" PROCEDURE COMMENTS
RULE
b. Maintain list in order to followup on Filing Items "b" and "c" describe the present
of paper: practice in Providence, However, most
case number judges maintain their own list; this task
document due should be done only if the judge so directs,
date due
name of attorney to file
telephune number
other comments
c. Followup by contacting attorney if docunent
is not timely filed.
The court may request that research be con-
ducted by law clerks prior to a ruling.
Maintain a list of to whom the task is assign-,
ed and follow up as necessary.
Out of court duties
Orders entered a, Read orders prepared by attorney and compare
carefully with docket entries to ascertain
compliance with activity in court,
b. Inform judge i{f there is a discrepancy in the
proposed arder filed by the attorney.
¢. If order requires signature, have a.torney se-} Most motion orders do not require a judge's
cure judge's signature and return to clerk for] signature; if unsure, check with the judge.
signature and placement in case file for
docket entry.
Motion for new trial Ex. 2} -- Complete order to reflect court action, enter sig-

nature and give to clerk-typist for docket entry.

.17
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Courtroom Procedure
Civil

*.
14
i A

CASE REFERENCE NO.

STATUTE
DESCRIPTION FOAM 1 NO. OR PROCEDURE COMMENTS
RULE
ury Matters
Inpanelling a Jury RIGLA when a jury is needed for a particular case, the
Y-10-12 Sheriff is directed to bring a sub-panel of
jurors and the barrel containing their namwe s)ips
to the courtroom. The Jury Commissioner deter-
mines which panel is to be sent.
A jury of six {6) is selected to sit on civil But see RCP 48, juries of less than twelve,
matters. Either one or two alternates are chosen,
in the discretion of the judge.
L a. At opening of court, announce "“Your Honor, The judge will inquire if parties are ready.
' this is (case nunber), {case name)." ’
“Ladies and gentYemen of the jury, answer here
to your names as they are called, pass this Indicate with voice and hand directions how
way before counsel and take your respective jurors are to procced to the jury box,
seats in the juey box."
" “Mr. Officer, please count the jurors."
RIGLA b, Stand, spin barrel and draw s1ips one at a
9-10-12 time.
Let juror take seat in box before continuina,
c. Anpounce full name and city (town) of resi- Allow time between names so counsel can make
dence. “fFrom , __name %1 notes.
d. Continue drawing nawes until required number Judges may vary as to procedure
has been reached. by which alternates are selected.
¢. As names are drawn, place name-3lips on table
in same sequence as seats in Jjury box.
Cxamination ol Prospec- RIGLA Once Lhe Jurers have been sealed, the judge will
tive Jurors 9-10-14. ask general questions of the Jury as a whole as to

ree ay
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Courtroom Procedure
Civil

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
of
RULE

PROCEDURE

COMMENTS

Peremptory Challenges

Oath to Jurors

RIGLA,
9-10-18

RIGLA
9-10-19

RIGLA
9-10-12

whether they know any of the parties in the case
or know of a reason to disqualify themselves.

a. At the direction of the judge or attorney
announce, reading from juror card;
“(Name) (residence) is excused from this panel.’

b. Remove name-slip; draw a new name from barrel
and request individual to take vacated seat
in jury box.

Normally challenges to Jfurors are then made first

by plaintiff, then by defendant counsel or as the

judae otherwise directs. Each side is allowed one

challenge for each four jurors. Two challenges are

allowed for a 6-person jury panel and one for each

alternate.

a. Keep a tally of the number of challenges of
each side.

b, Announce to judae when maximum number of
challenges has been reached.

Excuse and replace jurors as in steps a and b,
. above.
d. Clip firal juror name cards together for futur
reference. Keep in desk, in sequence.
After challenges have taken place and all jurors
are seated, administer the oath,
If1.19

Because challenges are on the record, it is unnec~
essary to retain challenge slips in the case file.
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Courtroom Procedure
Civil

CASE REFERENCE NO.

STATUTE
DESCRIPTION FORM| NO. OR PROCEDURE COMMENTS
RULE
. At direction of judge (when parties find jury
Oath to Jurors, cont'd. satisfactory), administer oath.

"Ladies and gentlemen of the jury, please rise
and raise your right hands.” . :

RIGLA “YOU DO SEVERALLY, SOLEMHLY {SHEARTJTHAT IN THE Far affirmation substitute for bracketed

9-10-20 CASE (OR CASES) NOW ABOUT TO BE COMMITTED TO words : . )
YOUR CARE YOU WILL RETURN A TRUE VERDICT THEREIN } {AFFIRM]
ACCORDING TO LAH AND THE EVIDENCE GIVEN YOU (S0 | [THIS AFFIRMATION YOU MAKE AND GIVE tPON PERIL
HELP YOY GOD.)" ' OF THE PENALTY OF PERJURY.}
“Please be seated.”

Appointment of Foreman RIGLA The judge selects who is to be Foreman and indi-
9-10-12 cates the name to the courtroom clerk. At dir-
ection of court, say: .
“The Court appoints __ . as Foreman, WiN} The Foreman sits in the front row in the seat
you please exchange places with Juror #__." closest to the spectator area.
Setection of Alternates RIGLA AL direction of Court draw pames from barrel to
9-10-13 be alternate jurors, as above, After challenges ;
RCP  47(b){have been concluded, administer oath to alternates.

111,20

5/78




Courtroom Procedure
Civil

CASE REFERENCE NO.

DESCRIPTION FORM| NO. STAJaUTE PROCEDURE COMMENTS
RULE
Taking a Verdict When deliberations have concluded and the jury N.B.: Interrogatories to the Jury
veturns to the courticom: Especially in comparative nealigence cases,
: interrogatories to the jury may be necessary. Some
a. "Mr. (Ms.) Foreman, please rise. !ave you judges may have the interrogatories answered by the
reached a verdict?’ Jury; the clerk then reads both the interrogatories
and the responses, ending with: "Mr. Foreman, is
b. “Do you fipd for the plaintiff or for the this your verdict for ....?" When interrogatories
defendant?” are involved, ask the judge whether the interroga-
toraties should be read before or after the general
If for the plaintiff, ask: verdict.,
“In what amount?"
c. Enter amount on verdict blank and have the
sheriff hand it to the foreman for signature.
Ex. 3} -- d. "Harken to your verdict as recorded by the

court in case number, case name: (Read
Verdict).®

“Mr. Foreman, is this your verdict?"

“Ladies and Gentlemen of the jury as yaur
foreman says, so say you all."

HI. 21
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Courtroom Procedure
Civil

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTYS

Polling a Jury

Payinent to Jurors

The judge ordinarily asks if any party wishes a
Jury poll. Any attorney may challenge the verdict
of the jury by requesting that the courtroom clerk

poll the jury.

a. At attorney's request, say:
“When your name is called, please aive your ver-
dict for either the plaintiff or the defendant.'

b, Read names from juror name-cards one at a time.

c. Then ask: "o you find for the (P1tf. or Def't.
in the sum of {amount)?” :

d.  Record responses of individual,
Jurors are paid at the end of the two-week sess-
ion. If jurors will be in the courtroom on pay-

day, notifybookkeeper by transmitting juror cards
to bockkeeper so that checks made be set aside,

11,22

T(Prtf./Def't.) in (amount).

The judge may introduce the jury poll:
"Your Foreman has reported a verdict for
Is that your ver-

dict -- Yes or No?"
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Courtroom Procedure
Civil

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

BROCEDURE

COMMENTS

Docket Entries

Ex. 4

Many of the duties of courtroom clerks on trial
matters have been discussed above.
Refer ta: "“Formal/Special Cause"

"Swearing in Witness"
"Exhibits"
“Court Record Book"

The docket should contain a concise summary of all
court activity having a bearing on the case. Daily
entries should be made, although the entries will

nat be typed until trial has concluded. Retain cas
file and entries until conclusion.

Include in entry for clerk-typist:

case numbeyr, case name

name of judge -

dates trial begins, continues and concludes

significant court action

Jury or non-jury p

outcome of case

storage place of exhibits, transcripts,
depositions

your signature

111.23

)

Additional entries made by clerk-typists include
documents filed and issued.

The Court Record Book contains more detail} than

should the docket,
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Courtroom Procedure
Civil

CASE REFERENCE NO.

[

STATUTE
DESCRI|PTION FORM} NO. on PROCEDURE COMMENTS
RULE
Judgment Judgnent becowmes official when it is entered by See Office Procedure Handbook, "Entry of

the clerk. The proper judgment form is comnleted | Judgment.®

Judgment Ex, b -- by the courtroom clerk and transferred to the
clerk-typist for entry.
Complete this form when judgment in non-jury case
is rendered by judge in open court.

Judgment on Decision Ex. 6 ] S-149 Complete this form when the judgment is rendered
by t?g judge outside of open court (as on oral
root),

Judgment on Verdict Ex. 7 ] S-150 Complete this form when a jury has rendered a
verdict, .

Case Disposition Report Ex. 8 -- complete once case (jury or non-jury) has been Civil assignment (Providence) reports that this

lisposed of and transfer to Civil Assignment
Yfice.

11,24

is not always done: it is important in main-
taining disposition statistics.
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Courtroom Procedure
Criminal

CASE REFERENCE NO.

STATUTE
DESCRIPTION FORM| NO. otE PROCEDURE COMMENTS
/U
Grand Jury Matters The attorney general and staff are presented with By rule, the Grand Jury is to consist
Selection of Grand Jury RCrP 6a evidence that a crime has been comnitted against | of not less than thirte:n (13) nor more than

Grand Jurors Qualified

the State of Rhode Island and its people. This
evidence is then presented to a Grand Jdury or a
jury of peers for the indictment (true bill) or
no true bill of an individual against whom evi-
dence is presented.

a. Call jurors:
Say: "All persons duly summoned to appear for
service as grand jurors please answer here
when your pame is called, step forward and
take your place in the jury box."
"Mr. Officer, you will count the jurors."

b. Call individual jurors by City or Town, then
nawe of juror. :

After all jurors have been called say:

c. "Jurors, please raise your riaht hand." Ad-
minister oath: “YOU DO SEVERALLY AMD SOLEMNLY
SWEAR YOU WILL TRUE ANSHERS MAKE, TO Sucl
QUESTIONS AS SHALL 8E DEMANNED OF YOU BY THE
COURT, S0 HELP YOU Gon."

The attorney general will then inquire for quali-
fications. Challenges may be made at this
time,

Once the Grand Jury has heen selected and quali-
fied, the clerk will administer the oath,

111,25

twenty-three (23} members, and a sufficient
nunber of legally qualified persons are to
be summoned to meet this requirement.
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Courtroom Procedure
Criminal

CASE REFERENCE NO..

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

PROCEDURE

COMMENTS

Grand Jurors, cont'd.

RCrP 6c

Say:
"YOU SEVERALLY AND SOLEMNLY [SWEAR,] THAT AS MEM
BERS OF TIE GRAND INQUEST FOR TIIE BODY OF THE
STATE OF RIIODE ISLAND AND PROVIGENCE PLANTATIONS
YOU WILL DILTGENTLY INQUIRE, AND TRUE PRESENTMENT
MAKE OF ALL SUCH CRIMES AND MISDEMEANORS COGNIZA-
BLE BY THE COURT, AS SHALL COME TO YOUR KNOWLEDGE,
THE STATES COUNSEL, YOUR FELLOWS AND YOUR OWN WILL
KEEP SECRET, WILL PRESENT NO PERSON FOR ENVY,
HATRED, OR MALICE; NEITHER WILL YOU LEAVE ANY PER-
SON UNPRESENTED FOR 1.0VE, FEAR, FAVOR, AFFECTION,
OR WOPE OF REWARD; BUT YOU WILL PRESENT TITNGS
TRULY, AS THEY COME TO YOUR KNOWLEDGE, ACCORDING
TO THE BEST DF YOUR UNDERSTANDING; [SO HELP YOU
GoD. 1

The court will appoint a arand jury foreman and
deputy foveman,

The clerk will then administer the Oath to Jury
Keeper to the deputy sheriff.
Say:

"YOU SOLEMNLY SWEAR THAT YOU WILL PERFORM YOUR
DUTTES AL JURY KEEPER TO THE BEST OF YOUR ABILITY,
SO HELP YOU GOD.* '

A stenographer is selected to record the proceed-
ings and Lhe clerk administers the oalh. Say:
"YOU SOLENMNLY [SWEAR] TUAT YOU WILL PCRFORM YOUR
BUTIES AS STENGGRAPHER YO THE GRAND JURY TO THE
BEST OF YOUR ABILITY AND WILL KEEP ALL PROCEEDINGS
SECRET, [SO HELP YOU[??Dﬁl“

, <26

[AFFIRM]

[THIS AFFIRMATION YOU MAKE AND GIVE UPON THE
PERIL OF THE PENALTY OF PERJURY,]

See bracketed words- ahove for affirmation,
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Courtroom Procedure
Criminal

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Grand Jury Report

When the Grand Jury is veady to make its pre-
sentation to the court:

a.

b.

]

Ask Sheriff for aumber of jurors assembled.

Say:
"Ladies and gentlemen of the jury answer here
when your pame is called.® “Mr. Sheriff,

please count the jurors,"

indicate those present and not present on
Tist of jurors.

Say to Foreman:
“Mr. Foreman, have you any indictments to
return?”

Foreman answers:
llyes . i

At this time record the number of indictments
presented by the Foreman of the Grand Jury,

Say:
"thank you,"

“Your tionor, the jury has (unber) crue bills
and (number) no true biils.”

111,27

The county grand jury sits for a period of six
weeks; the statewide grand jury for a period of
from three to eighteen months. )
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Courtroom Procedure
Criminal

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Daily Calendar

The daily calendar consists of arraignmnnts,
motions, bail and violation hearings, determina-~
tion of attorney cases and dispositions. A calen-
dar is posted at the entrance to the couvrtroom and
the matters called in the order listed,

a. Call case.
State v. ___ . )
If defendant is present, ask him/her to take a
seat, you will call them again later.

b. Call next case.
State v.
If defendant 1S not present, court may order a
bench warrant to be issucd.

The court may choose to hold order of bench war-
rants until all defendants who are present have
their matters heard,

The court may request that those cases which did
not answer when first called be called again. If
no answer is heard the court will at this time
order that a bench warrant be issued for the
defendant's arrest.

In disposition cases, where the defendant does not
respond to the call, the court will pass this mat-
ter to the trial calendar, .

111,28

Smaller counties (Newport) do not have sufficient
business to warrant a daily calendar call. The
criminal calendar is prenarved by the Attorney
General's Office in all but Providence.

The Judge or Attorney General may instead call
the calendar.

See Office Procedure Handbook, "Bench MWarrants."

A disphsition case comnonly refers to one in
which the defendant is to plead guilty or nolo.
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Courtroom Procedure
Criminal

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR

RULE

PROCEDURE

COMMENTS

Arraiqoment

1. Defendant present - no
attorney

When the grand jury brings an indictment or the
attorney general's office presents an information
on a defendant, a procedure known as an arraign-
ment is scheduled. The notification of the
arraignment may be the first indication to the de-
fendant that he is being charged with a crime
against the state, At arraignment, the defendant
is given the apportunity to plead to the
charge{s). The format which the arraignment takes
is as follows.

1) defendant is presented with the information
or indictment (he or she may waive the reading of
the document);

2) he is advised of his rights and {f the de-
fendant is not represented by counsel the court
may appoint a public defender to represent him or
her at the arraignment 1f he or she chooses;

3) bail is set in an amount or the judge may
see fit to release the defendant on his own
recognizance.

The followina nrocedure describes procedures at
arraignment under three situations in court.

a. Announce the case, reading the name of the
defendant: State of Rhode Island vs. (defendant
name), Indictment or Information number.

b. Ask defendant to step forward.

c. Ask the defendant to identify himself:
1) What is your name?
2% What is your date of birth?

3) What is your address?

Itr.29

Some judges omit this procedure.
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Courtroom Procedure
Criminal

CASE REFERENCE NO.

STATUTE . )
DESCRIPTION FORM| NO. oit PROCEDURE COMMENTS
RULE
Defendant resent - no d. Say: "Let the record show the defendant is The judge will inquire if counsel for the defen-
attorney, cont'd. present.” ant is present. Make certain that the attorney
enters an appearance. RCrP 50(a).

e. Say: "“Your Honor, this is indictment {informa-
tion) number __ which charges the defendant
with name the charge(s)."

f. tland the file to the Judge.

g. Mand copy of information or indictment to
defendant. Say: "Your Honor, a copy of, the -
indictment (information) is being handed to
the defendant.” '

h. Tell defendant to give information sr indict-
ment papers to his or her attorney.

i. Then: "What say you to this information
(indictment)?"

Once the defendant is arraigned and the judge has !

set bail the clerk will:

Ex. 9 J. Prepare the bail and recognizance form for the jPrepare this form in advance, as time permits.

s-211

defendant's signature,
K. To the defendant, say “Raise your right hand."

1. Adwminister the oath.
PHATVING THE RCADING OF THES RECOGNTZAMCE DO

11,30

This 1s the Personal Recognizance Qath; for Surety
Bail Oath, see “Bail at arraignment.”
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Courtroon Procedure
Criminal

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on

RULE

PROCEDURE

COMMENTS

2. Defendant present -
with attorney

RCrP 50(a)

m,

YOU (NAME) ACKMOWLEDGE YOURSELF TNDEBTED TO THE
STATE OF RHODE ISLAND AND PROVIDENCE PLANTATION
IN THE SUM OF $__ FOR YOUR APPEARANCE BEFORE
THIS COURT ON TITS CASE AND IN THE MEANTIME YOU
SHALL KEEP TIIE PEACE AND BE OF GOOD BEHAVIOR.
DO YOU UNDERSTAND THIS?®

Ask the defendant to please enter his signature
and address on the form.

. Hand yellow copy of bail and recognizance form

to defendant. Say: "Please read this and give
it to your attorney." :

. Make notation,. e.g., "defendant

arraigned and pleads not guilty, yives personal
recognizance in sum __ ., Continued to (date)
to determine attorney."

Place papers in case folder; return to
scheduling office.

Same procedures as above, a. - p., with following
excentions.

a.

Hand copy of indictment or information to
attorney instead of defendant.

Make sure attorney gives you Entry of Appear-
ance form for file,

. Make notations to catendar and note for typing,

e.g., "defendant arraigned and pleads not
.

This information will be transferred to the docket
and face sheets by the criminal records section.
This alse serves as a quide for completing the log
of the courtroom clerk.
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Courtroom Procedure
Criminal

CASE REFERENCE NO.

DESCRIPYION

FORM

NO.

STATUTE
on

RULE

PROCEDURE

COMMENTS

3. Defendant not bresent

guilty, gives personal recognizance in sum of
. Entry of Appearance filed."

The clerk will read defendant's name from the
daily calendar. 1If defendant is not present at
this time the case may be put aside and called
again after all other arraignments and matters
are decided.

a. Read the name of the defendant.

b. Hand file to judge.

c. Make notation on calendar to issue bench
warrant per Judge's order.

d. Give file to scheduling office at end of
proceedings.

111.32

The judge may do this instead of clerk.

See 0ffice Procedure llandbook, “Bench Warrants."
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urtroom Procedure

Criminal

CASE REFERENCE NO.

DESCR|PTION

FORM

NO.

STATUTE
on

PROCEDURE

COMMENTS

il

Ba
Ba

il at Arraignment

Ex. 9

$-211

- RULE

During arraignment proceedings the judge may set
bail in a specified amount or release defendant on

personal recognizance,

When bail is set do the

following:

a,

b.

Complete Bail and Recognizance Conditions form,

Ask defendant to sign name and enter address on
form. 1f a surety is involved: have surety
sign bail form underneath defendant's signature
and address.

. Ask defendant (and surety) to raise right hands

. Administer oath.

"WAIVING THE READING OF THIS RECOGNIZANCE YOU
JOINTLY AND SEVERALLY ACKNOWLEDGE YOURSELVES
NDEGTED TO TIE STATE OF RHODE ISLAND AND
PROVIDENCE PLANTATIONS IN THE SUM OF $_ FOR
THE APPEARARCE OF THIS OR THESE DEFENDANT BE-
FORE THIS COURT ON THIS CUARGE OF _ AND
IN THE MEANTIME YOU SHALL KEEP TilE PEACE AND BE
OF GOOD BENAVIOR, DO YOU UNDERSTAND THIS?"

. Give yellow copy of bail form to defendant,

Place white copy in case file. folder,

Give case file folder to clerk in criminal
assignment.

111,33

The defendant is held in a cell block until he or
she makes arrangements to post bail. If the def-
endant cannot make bail, see "Mittimus” section
for procedure.

See above, step 1, for Personal Recognizance Qath

Include underscored words if surety involyed.
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Courtroom Procedure
Criminal

CASE REFERENCE NO.

STATUTE
-DESCRIPTION FORM | NO. on PROCERURE COMMENTS
RULE
Hearings

Bail Hearinas

Wlhen a defendant is denied bail or feels that the
bail is unreasonahble he or she may file a motion
for a bail hearing. If granted, the scheduling
clerk will assign the case to be heard and notify
the parties.

a. Call case.

b. Ask defendant to stand at counsel table (or to
come forward}.

C. Ask defendant to identify himself.
1} “What is your name?"
2) "What is your date of hirth?"
3} "What is your address?"

d. Say: “Your flonor, this is Indictment/Informa-
tion {Miscellaneous Petition) muber and

fome the charge(s)) or {state reason for hearing

&. Record these proceedings in the courtroom
record book.

At this time the defendant and/or his attorney may
give reasons why they wish a change in the defend-
ant's bail status. If the bail is stil) denied,
follow procedure in "Remand® section.

111,34

See "Court Record Book,”
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Courtroom Procedure
‘ Criminal

CASE REFERENCE NO.

| DESCRIPYTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Violation Hearings
(Probation, Sentence, etc.)

The defendant is brought into court on the vinla-
tion and is served with a copy of Rule 32f,
“notice of violation"; the matter is usually con-
tinued for hearing. When the defendant is brought
before the court hail may be reset or the defen-
dant held without bail.

a. Follow steps above, a. - e.

b. Swear in witnesses as they are called.

.35

I'f defendant is in jail for failure to make bail
or bail not set on violation a Habeas is pre-
pared. See Office Procedure, Habeas.

If defendant is out on bail a notice of hearing
is sent for appearance in court

See ‘Swearing in Witnesses."
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Courtroom Procedure
Criminal

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
RLLE

PROCEDURE

COMMENTS

Guilty/Nolo Plea
{Disposition)

Ex. 1
Ex. 11

The aefendant may at any time wish to admit guiig
and change his/her plea from not guilty to guilty/
nolo.

a. Ask defendant to come forward,

b, tiave defendant ideniify nimself/herself,
“Hhat is youyr name?"

“What is your date of birth?"

"hat is your addyess?

¢, Arraign defendant.

Say: "Your Honor, this is Indictment/Informa-
tion number which charges defendant pame
of defendant with name charges. What say you
to this indictment?”

The defendant or attarney will retract plea of
not guiltty and plead nole contendere or guilty.
The attorney completes the waiver form con-
taining an affidavit and judge's certificate,
which the clerk hands to the judge.

d. Make entries in court Jog (record) book,
The court may sentence at this time or continue
matter for sentencing at a later date.

111, 36

See "Sentencing.”
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Courtroon Procedure
Criminal

CASE REFERENCE NO.

STATUTE
DESCRIPTION FORM|] NO. on PROCEDURE COMMENTS
RULE
fﬁ:%\ﬁ%%gﬁfia Jur Be sure the defendant{s) is present and settled in{ It is the judge's decision as to whether or not
pai 9 Y the courtroom hefore sending for a jury panel. the defendant is handcuffed.
When a jury is needed for a criminal case, the
sheriff is directed to bring a sub-panel of jurors
(usually 25) and the barrel containing their name
slips to the courtroom.
Once the jury panel 1s seated in rear of the
cotirtroom, arraign the defendant:
a. Request defendant to come forward.
b. Ask the defendant to identify hlmself/herse]f
1) What is your name?
2) What is your date of birth?
3) What is your address?
- c. Say: "Your Honor, this is Indictwent/Informatio
(number) which charges the defendant name with
{read charges). What say you to this Indict-
ment/Information?" )
RCrP Generally the clerk will draw 14 names from the

23(b), 24(c)

barvel. Check with the judge, as procedures for
drawing alternates vary.

a, Say: “Ladices and gentlomen of the jury, answer
here to your names as they are called, pass thi
way before counsel and take your respective
seats in the jury box."

"Mr. Officer, please count the jurors."

ni. 37
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Courtroom Procedure
Criminal

CASE REFERENCE NO.

STATUYE
DESCRIPTION FORM} NO. on PROCEDURE COMMENTS
RULE
b. Stand, spin barrel and draw name slips one at a
time.
c. Announce city (town) of residence and juror's Keep in mind when calling names to proceed at a
full nane. reasonable pace to permit personnel recerding
“From Town/City, Name .V names to make their notations.
d. Continue drawing names until required numbey
has been reached, )
e. As cards are drawn, place name slips on table
" ipn same sequence as jurors are seated in jury
box. .
Voir Dire Once jurars have been seated, general questions
wil) be asked of the jury by the court as to whe-
ther they know any of the parties in the case or
know of a reason to disqualify themselves, Ques-
Lions to individual jurors may be posed by counsel.
a, If a Juror is excused for cause, at the direc- |If an attorney requests individual voir dive and
tion of the judge or attorney announce: the jury is under oath, the judge will request
"City (Town) of Residence, (name of jurer) is the juror to approach the witness stand. The
excused from this panel.” - clerk will administer the “true answer make" oath
to the individual. (See "Qualifyina the Petit
t. Remove name slip; draw a new name from barrel Jury,” Roll of Jurors.) The nrocedure is the
and request individual to take vacated seat in {same far either a civil or criminal case,
Jury box. Place new slip in proper sequence,
Peremptory Challenges RCrP 24(b) {Challenges to jurors ave then made first by the

state, then by defendant counsel. Each time an
tttovney requests a juror to be excused as unaccept
ible to sit on the case counts as one challenge.

111,38
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Courtroom Procedure
Criminal

CASE REFERENCE NO.

DESCRIPTION

FCRM

NO.

STATUTE
oA
RULE

PROCEDURE

COMMENTS

Peremptory Challenges, cont

Oath to Jurors

Humber allowed: 6 if offense punishable by death
{each side) or imprisonment exceeding one
year
3 if offense punishable hy less
than one year, fine, or both.
For alternates: 1 if 1 or 2 alternates
(each side) 2 if more than 2 alterrates
When there are multiple defendants, the court may
allow additional challenges.

c. Keep a tally of the number of challenges of
each side.

d. Announce to judge when maximum number of chal-
lenges has been reached for each counsel.

e. Excuse and replace jurors as in steps a. and b.

above.

f. Clip juror name cards together for future ref-
erence, keeping juror name s}ips in order of
seating in jury box.

g. Enter jurcr names in court record book.

After challenges have taken place and all jurors
are seated, administer the oath.

a. Say: "Ladies and yentlemen of the jury, please
rise and raise your vright hand,"

111,39

Attorneys for rarties will submit challenge farms
to clerk, which may then be filed in the case
file {aithough not a requisite to retain them),
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Courtroom Procedure
Criminal

CASE REFERENCE NO.

STATUTE
on

DESCHRIPTION FORM|] NO. PROCEDURE COMMENTS
RULE .
5. Read Dath:
“YOU DO SEVERALLY AND SOLEMNLY [SWEAR] THAT For affirmation, substitute for bracketed words
YOU WILL MELL AND TRULY TRY AND TRUE DELIVER- the following: [AFFIRM]
ANCE MAKE, BETWEEN THE STATE OF RIIODE ISLAND ANDY (THIS AFFIRMATION YOU MAKE AHD GIVE UPON THE
PROVIDENCE PLAMTATIONS AND THE DEFENDANT AT THE } PERIL OF THE PENALTY OF PERJURY. "1
BAR ACCORDING TO LAW ANMD TIHE EVIDENCE GIVEN YOU
(5% HELP YOU GOD.1“
Selection of 12 to RCrP 24{c) The trial proceeds at this time. At the termina-

Detiberate

Charging the Jury
Oath to Jury Keeper

tion of the trial, and at the court's direction,
the clerk will draw 12_juror cards.

When one's name is called, each s to proceed to
take a seat in the alternate Jury bax (or specta-
tor's area) until 12 are seated. Say:"Please be
seated.

From these the Judge will select a foreman,

8. Say: "The court apnoints name as foreman. Wil
you p]Lase exchanve nlaces.’

b, Give, juror cards to sheriff.
excused.

In criminal cases the clevk wmust swear 1n a deputy

sheriff as the jury keeper just prior to delibera-

tion of jury.

a. Call the deputy sheriff to come farward.

Jurors are then

b. Say: "Please raise your right hand.”

1. 40

The foreman is to exchange places with the juror
seated in the first row seat furthest from the
bench if he/she is not already seated there.

5/78




Courtroom Procedure
Criminal

CASE REFERENCE NO

DESCRIPYION

FORM

NO.

STATUTE
on

RULE

PROCEDURE

COMMENTS

Oath to Jury Keeper, cont'd

fath to Jurv Keépcrs for
a Sequesterced Jury

c.

Read the Oath.

YO SEVERALLY AND SOLEMNLY SHEAR THAT YOU
WILL WELL ANDY TRULY KEEP TOGETHER EVERY MEMBER
OF TIIS JURY COMMITTED TO YOUR CHARGE UNTIL
THEY SHALL HAVE AGREED UPOM A VERDICT UPON THE
MATTER COMMIYTED TO THEM: THAT YOU WILL NOT
SUFFER ANYOHE TD SPEAK TO THEM, NOR SPEAK TO
THEM YOURSELF, EXCEPT TG ASK THEM IF “THEY HAVE
AGREED UPON A VERDICT, OR OTHERWISE BY ORDER OF
THE COURY, SO HELP YOU GOD!"

Attorneys may at this time look over the exhibits

and then said exhibilts, designated "full" exhibits,

will be sent to the juvy room, Make certain for
identification exhibits are kepl separate. The
Jury keeper will now bring jurers to the jury room
for duliberation.

If the jury is to be lodged overnight,

the clerk

administers an oath to the sheriffs in charge of
the sequestered jury.

a.

b.

Call sheriffs to come forward.

Say: “Please raise your right hand."

. Read Dath:

"YOU SEVERALLY AND SOLEMHLY SWEAR THAT YOU
WILL WELL AND TRULY KCEP TOGETHCR EVERY MEMBER
OF THIS JURY COMITTED 70 YOUL?CHARGE, FOR THE
DURATION OF THIS TRIAL, THAT YOU WILL NOT ALLOW

1T1.41

Include underscored words if oath adm1n1stered
to nore than one person,
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Courtroom Procedure
Criminal

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OH
RULE

PROCEDURE

COMMENTS

Oath to Jury Keepers, cont'd

Oath to Interpreter

ANYONE TO SPEAK TO THEM NOR SPEAK TO TIEM YOUR-
SELF ABOUT THIS TRIAL EXCEPT BY ORDER OF THE
COURT SO lELP YOU GOD.

THE JUDGE WILL INFORM YOU IF THE JURY IS TO
BE LODGED QVERNIGHT,

d. If so, notify Superior Court administrator's
office of locked up jury.

YOU DO SOLEMNLY SWEAR THAT YOU WILL FAITHFULLY
PERFORM THE DUTIES OF INTERPRETER IN THIS CASE,
WELL AND TRULY INTERPRETING ALL QUESTIONS ASKED
OF AND ANSWERS GIVEN BY THE WITNESSES HEREIN TO
THE BEST OF YOUR ABILITY SO HELP YOU GOD,

111.42
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Courtroom Procedure
Criminal

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
oR

RULE

PROCEDURE

COMMENTS

Taking a Verdict

Polling the Jdury

When deliberations have concluded and the jury
returns to the courtroom:

a. "Mr. (Ms.) Foreman, please rise. Has the jury
agreed upon a verdict?"

b. "Cn indictment # , State of Rhode Island vs.
defendant name charging the defendant with

charge, do you find the defendant guilty or not

guilty?"

c. "Ladies and Gentlemen of the jury as your fore-

man says so say you all."
d. Enter verdict in record log book.

Either the defense attorney or the prosecuting

"lattorney may request that the jury be polled as

to their individual verdict.

a. Read juror's name, say:
“As to the charge of read charqe and count of
indictunent, do you find the defendant guilty
or not quilty?"

ROTE: Read each charge and count of indictmient
to cach juror hefore moving on to next jurors.

b. Record response in log book,
111,43

If there are multiple counts and/or charges or
an indictment or information repeat (b) changing
the charge and count.

/
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Courtroom Procedure

CASE REFERENCE NO.

Criminal
STATUTE
DESCRIPTION FORM| NO. CR PROCEDURE COMMENTS
RULE
Sentencing Sentence may occur immediately Jfion a plea of .nolgy] IF & Motion for New Trial has been filed, sen-

Sentence to be served at
ACI oy Homen's Reforma-
tory

guiity or as a result of a hearing or may be con-
tinued to a specified date at the discretion of
the court as the result of a trial.

a.

At this point in the proceeding the court imposes
sentence.

a.

b.

. Ask the defendant to identify himself/herself.

Announce: "State of Rhode 1s5land vs. defendant.
Indictuent/Information number M

Invite the defendant to stand in front of the
clerk. . .
Say: "Please come forward,"

"tthat is your name?”
"What is your date of birth?"
"What is your address?"

Ask defendant ta rise.

Say: "Harken you to the sentence of the court:
Indictment/Information number. The court sen-

. Complete Judgment on Conviction form.

tences you to he imprisoned in the name of in-
stitution in the County of Providence for the
term of _____ months (years) and That you stand

coisni tted therein until sentence be perforned
in all its parts.

H1.44

tencing is continued for two months.

Some clerks omit the first phrase, starting with
“This honorable Court sentences you to..."

See Office Procedure Handbook, "Judament on
Conviction.”
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Courtroam Procedure
Criminal

CASE REFERENCE NO.

DESCR}PTION FORM

NO.

STATUTE
oRn
RULE

PROCEDURE

‘COMMENTS

Sentence of defendant to
pay a fine

Deferred Sentence

Probation Ex. ¢

s-211

d.

. Say "Harken you to the

. Say: "Sentence is deferred by the court.

Transfer docket entry to typist,

. Ask dafendant to rise.

sentence of the court.
The court sentences you to pay a fine of §___
to and for the use of the State and that you
pay all costs of prosecution or that you be
comnitted to the name of institution until
sentence be performed in all its parts."

. Read Indictment/information number.

. Adwinister personal recognizance oath,

You
are placed on probation for a period of five
years."

. Have attorney general prepare deferved sentence

agrecment form.

flave defendant and attorney gencral sign form.

a, 1t conditions change, complete Bail and

Recognizance Conditions form,
(11,45

See next page for oath. In all cases where pro-
bation in lieu of incarceration is imposed as
the sentence, the defendant is released on
personal recognizance.

The 5-year term is automatic jn deferred or
suspended sentences.

See “Bail at Arvalgmment.”
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Courtroon Procedure
Criminal

CASE REFERENCE NO.

DESCRI!IPTION

FORM |

NO.

STATUTE
on

RULE

PROCEDURE

COMMENTS

Costs

RIGLA
12-20-3(~10)

c

e,

f.

. Ask the defendant to please enter his/her signa-

. Administer Personal Recognizance Qath;

©SHM OF § FOR YOUR APPEARANCE BEFORE THIS

The courtroom clerk then notifies the defendant of
the disposition of court costs, as determined by
the judge., At the direction of the court,
announce and note in record log book:

ture and address on the forwm.

To the defendant say:
"Raise your right hand,"

“WAIVING THE READING OF THIS RECOGNIZANCE YOU
ACKNOWLEDGE YOURSELF INDEBTED TO THE STATE OF
RIIODE TSLAND AND PROVIDENCE PLANTATIONS IN THE
COURT ON TIITS CASE AHD IH THE MEAHTIME YOU SiALL
KECP THE PEACE AMD BE OF GOOD BEHAVIOR, 00 You
UNDERSTAND THIS?"

Give copy to defendant.

Place original in case file,

1) “Costs are remitted,"

2) “You shall pay costs of § M

3) “Costs may be paid through the Probation
Department within days."

111.46
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Courtroom Procedure

CASE REFERENCE NO.

Criminal
DESCRIPTION FORM|] NO. STAoTnUTE PROCEDURE COMMENTS
ARULE
Docket Entries The docket should contain a concise summary of
al) court activity having a bearing on the case.
A entry is wmade for any appearance of the defen-
dant before the court.

A hand-written note for docket entry is trans-
ferred to the criminal records division to be
typed onto the docket/face sheetse

Entries should include:

Ex. 12| -- indictment/information number

case name
iudge nane

date and type of hearing (trial)
plea, any change in plea

hall, PR

entry of appearance

whether Pubiic Defender
continuances

motions

docements issued (e.g., warrant)
judgment {verdict)

sentence

your signature

111,47
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Courtroom Pracedure
Criminal

CASE REFERENCE NO.

STATUTE
DESCRIPTION FORM|] NO. on PROCEDURE COMMENTS
RULE )
Remand rx. 131 §-189 This form must be completed to indicate the action

of the court if defendant is to return to the
Adult Correctional Institution (ACI), Institutiop

for Mental Health (IMH) or the Women's Reformatory

if an individual is serving a sentence on other

charges and is appearing as a witness.

a. Complete Remand, entering:
1) defendant's name
2) Indictment/Information number
3) reason for remand
4} reason for return

[f to serve a sentence note the terms

of the sentence.

5) date when defendant is to return

~

If matter is continued and defendant's

presence is needed at a future date pleasd

note that date.
6) signature of clerk.

b. Transmit forin to state marshall as soon as

possible.

111.48

To have defendant released from {nstitution to
attend court, complete Habeas. (See Office
Procedure MHandbook, "Habeas.")
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Courtroom Procedure
Crimina)

CASE REFERENCE NO.

DESCRIPTION

FORM

STATUTE
on
RULE

PROCEDURE

COMMENTS

Mittimus

This form is completed by the courtroom clerk upon
order of the courl for failurce of the defendant to
ke bail, hold defendunt without bail and to com-
mit defendant to an institution as part of the
disposition oy Sentence.
a. Complete heading information
1) date
2) defendant's name
3) plea entered in court/verdict of jury/
Jjudgment of court
Cross out typed plea if not applicable
and enter defendant's plea
4) date of next court appearance
5) reason for next court appearance
6) amount of bail or “committed w/o bail" if
no bail is set
7) date
) Indictment/Information number
9) original signature of clerk

—

—

b. Transmit form to state marshall.

c. Give file to scheduling office for next court
appearance 1f necessary,

111,49

on Conviction.*

i

See also Office Procedure Handbook, "Judament
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FORMAL & SPECIAL CAUSE MATTERS

. Preliminary Injunctions ~tr1-t 5
. Petition for Assessment of Damages-Uncontested
. Proof of Claim ~H-H- "‘H“H’“ [ O
Consent Judgement )] 2.
. Agency Appeals (including Zoning Appeals) {most such decisions are rendesred after
memoranda are flled and a transcript is examined).
~ 1111 vd
6. Title Proceedings & Other Uncontested Dispositions ‘7H5%L ‘/ A
7. Trustee Proceedings Ll P
8. Supplementary Proceedings -~ . Agd
9. Receivership.Proceedings ‘Tfffzjﬁggf_j -/ /
10. Motiohs éb Dissolve or Authorize Attachment.(including Body Executions)
‘ Y, ik
11. Petitions for Mandamus
12. Contempt Proceedings [l el
13. Proceedings to Vacate Default Judgement‘ 111/ S/
1ly. Partition Proceedings . 1 o~
15, ﬁabous'Corpua ' o i R

16, Motion to diamiss

Yl/ _______
Courtroom i .
Exhibit 1 HI.50 TOTAL

_ é; { ' 5/78




STATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS

SUPERIOR COURT

LA LA RS X EEEEREEEEE

PROVIDENCE, Sc.

EE R R ERE S S LR S X

ORDER
Heard on ?fFD///;‘C-?F ........... MOTION FOR A NEW TRIAL,
and same is..... 5*‘?(9-”7&52/94—’\///5 D...

Entered as an Order
of this Court this

.............

...............................................................

5/78

IT1.51
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STATE OF RHODE ISLAND AYD PROVIDENCE PLANTATIONS

PROVIDENCE, Sc. : SUPERIOR COURT
) .
) Plaintiff(s)
)
. )
v. ) A No.Pf-99d
. )
?é: é / Q 0 ) Defendant(¥)
)
‘ )
)
)
v. )
) .
) Third Party Defendant(s)
. y
For Plaintiff g

We, the Jury, find that the plaintiff(s)
‘ ,232;22»L ,éfgzré? : g

is (are) entitled to recaver ia’ the zbove-entitled case, and assass

damages in the amount of $ /d/ 0 d0.

Q,;,Q 12 19 PF

C7 (Date) . (Foreman)

Other sample entries:

1 For Defendant

We, the Jury, find for the defendant(s)
Richard Roe

in the above-entitied case, and determine that the plaintiff(s) is (are)
not entitled to recover any damages.

2 Defendant's Countarclaim

We, the Jury, in the above-entitlad case find that

the defendant(s) Richard Roe
is (are) entitled to recover on the countarciaim orought against plaintiftf(s)
John Hce

and assess damages in the amount of o 5,000,

3 Third Party Plaintiff

We, the Jury, find for the third varty olaintiff in
the above-entitled case, and assess damages in the amount of S 5,000.

5/78

I11.82
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5/78

Sample Civil Docket Entries

Formal/Soecial Cause

Case number

77-1-1 1-9-78 Shea J. Heard on P1t{'s motion ;

1-5-78 Shea J. Heard on P1tf's to adjudge Def't. - Jim Brown in contamqf.
supplementary proceedings as to /

Daf't - Jim Brown* (no order to /
issue at this time). Order to .
enter as to disposition of Def't. 1-7-78 Shea J. Heard on plaintiff's cral
for signature of the court. proof of claim. Judgment entered Vor

| plaintiff (name) in amount of

* QDef't not appearing, Body Attachment nlus interest of 8% from data To dacz

to issue and issued on 1-5-78 Tor total of § plus costs.
. (Signature) Exhibits filed in clerk's office
vault,

Your signature

Motions

11-2-76 Murray, J. Heard on plain- . 11-2-76 Murray J. Heard on defzndant's
tiff's motion to compel and same is motion for surmary judgment and seme is
granted. Order to enter. granted. Judgment entared 3ook 9 =5¢&.

111,563

' ‘ Hearinas . :

| 11-2-76 Murray J. Heard on petition 11-2-76 Bulman J. Heard on petition
1 for the appointment of a receiver and to foreclose tax lien., Final judcmen:
| same is granted. Decree entered entered,

| appointing temporary receiver.

Jury Trial

11-2-76 Bulman J. Case opens to
Jury and trial proceeds. MNovember
5, 6, 7, 8 Trial Proceads, trial
concludes. Jury returns verdict
far the plaintiff in the amount of
$5,000.00. Judgment antered Book
9 #209.

Exhibits filed in exhibit room.

Jury Waived

11-2-76 Bulman J. Heard without
the intervention of a jury and
continued. November 3, 6, Further
heard and decision is for the
defendant. Judgment enterad,
Book 9 #69.

Exhibits withdrawn by plaintiff's
attorney.

Courtroom
Exhibit 4

4 k 4 »* ¥ * * %*
. Courtroom clerks prepare the entries to be typed by clerk-typists onto the
docket/face sheets. Handwritten notes should be legible; make certain the
case number and your siagnature are with the entry.







PROVIDENCE, S.C. SUPERIOR COURT

[=e}
P~
~
wm
M ﬁo{ Plaintiff
72
vs. FILE 2 A PF—dGS d
y ~_, Defendant
JUDGMENT
For Plaintiff: In the above entitled cause, JUDGMENT is entered for the P& 7~ >
SN THRE AMT. o~ & e =
A
{For Defendant] [DEFD]

ik

Judgment

Attorney for Plaintiff

Book =

Attorney for Defendang

Courtroom
Exhibit 5
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8-D—Form 32

1-56 S
Y
State of Rhode Island and Frovidewre Flantations
Mw, sc. ... COURT
E Civil Action, Fila NoPg—doc
-vs, Judgment 5 /g —
/6"6 (On Decision) —
.............. : AT "L
This action cameon for  erixt  hearing  before the Courz, Mr. Justice (4/4'4/'[/.‘:)
presiding, and the issues having been  &siad heard  and a decision having been duly rendared,
It is Ordered and Adjudged
that the plaintiff. g geu.., ﬂ4pmﬁﬁkfmmwww.wamwgmwuoHMddmhm
¢ ﬂd‘f ceevees ruseeee we-tB@ SUM OF 3/4/440
w thinterest thereon &t the rate of S-zascat z‘pmvided by law, and his costs of sction.
Wthe action be dismissed on the merits, 3nd that-thetriomdane
recover of the plaintiff $
hig cumes™BT action. ot

Dated gt oo o //‘4.—44——.4 ............................ , Rhode Ieland, this..../ 5.7 /....day of

BRI

é‘ terr)
~ / Cuzrx or Counr
S-148

Other sample entries:
1 Judament for Defendant:

that the plaintiff take nothing, that the action be dismissed on the merits,
that the defendant :

Richard Roe
recover of the plaintiff John Doe
his costs of action.

2 Judament on Defendant's Counterclaim:

presiding, and the issues having been ¢ried heard and a decision having been

rendered, AS TO THE DEFENDANT'S COUNTERCLAIM.

It is Ordered and Adjuded

that the plaintiff ON COUMTERCLAIM Richard Roe recover of the defend
John Doe the sum of S 5,000, - - -

with interest thereon at the rate of 8 per cent as provided by law, and his

Courtroom
Exhibit 6
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Superior—Form 31

1-66 B
’ 2
Statg, of Rhode Island and Providenre Plantations &
Lo crviney 3Cs . SUPERIOQR COURT
Civil Action, File I\TOP'F'-OOa
Judgment % -
(On Verdict) g
This action came on for trial before tha court and a jury, Mr. Jushce(A//FME .........................
presiding, and the issues having been duly tried and the jury having duly rendered its verdict,
It is Ordered and Adjudged:
that the plaintiff recover
of the defendant w .
the sum of 3 A2, 2820, ~~— with interest thereon
at the rate of 6 per cen': as provided by law, and his costs of zction.
iff_take nothing, that the action be dismissed on the merits, and th
w0
@

S-150 CLzgg or Court

Other sample entries:
1 Verdict on Defendant's Counterclaim:

presiding, and the issues having been duly tried and the jury having duly rendered
its verdict, AS TO THE DEFENDANT'S COUNTERCLAIM
that the plaintiff take nothing, ON COUNTERCLAIM that the action be dismissed on the
merits, and that the defendant
John Doe recover of the plaintiff
Richard Roe his costs of action.

2Verdict_for Defendant:

that the plaintiff take nothing, that the action be dismissed on the merits, and
that the defendant

John Doe recover of the p
Richard Roe his costs of

Courtroom
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sury K

CASE DISPOSITION REPORT

NON-JURY CJ

FILENO. &4 /5 —dS°  JUDGE: \QW?-M A-.;)

ﬂ PAAINTIFF
DEFENOANT
/ N AL E ]

ATTORNEY FOR PLAINTIFF

/Nﬁ-ME)

AT 2RNEY FOR DEFENDANT

CASE STARTED:

Daté: /= K 75: ' v

Hour AM. L P.M.
JURY RETIRED:

Date: /"" /S — 7}

Hour [2€~  am. P.M.
JURY RETURNED:

Date: /“' /&5—"7&‘

Hour AM. S/ P.M.
VERDICT: _ ok [RT7TF

5/78

IT11.57

Clerk é‘/‘éi\/)

{Must be returned for each case
within 24 hours of disposition)

Courtroom
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State of Rhode Jsland and Providenre Plantations

. sC. . SUPERIOR COURT

Indictment No. ___

STATE Information No, PR 2F —0d a

Complaint NOwe

' Vs, BAIL AND RECOGNIZANCE CONDITIONS

ﬂ Defendant

Bail/Recognizance having been set in the amouat of § qdd S, at a hearing on arraignment. petition
for Habeas Corpys. hearing purspant to Rule 5 (a), hearing on ,resetting of bail. (Circle appropriate terms) or

othier (inseryllescription)

Now, therefore, the defendant and his/her sureties. if any. do hereby acknowledge himselffherselffthemselves to be indebted
to the State of Rhode Island and Providence Plantations in the sum of S_%;‘_OQ&__(he conditions of this
recognizance being as follows:

I. The defendani(s) will appeur before the Superior Court, as required for all scheduled hearings upon notice

being sent to the defendant(s) or to defendant(s)” counsel by the Clerk of Court. or where appropriate. by the
Attorney General or his duly delegated assistants.

3. The defendani(s) will keep the peace and be of good behavior.

3. The defendant(s) will not leave the state while this matter is pending, without permission of the Count.

4. The detendantis) will notify histher atomey/bondsman, and the Clerk of the Superior Court of any change of
) address. .

5. The defendanus), (here insert any special conditions)

L ornr o 2L Py T

ACKNOWLEDGMENT BY DEFENDANT/SURETIES

[ understand that it | violate any condition of my release. a warrant for my arrest may issue immediately. After arrest.
and heuring, if | am determined to have violated my recognizance. the rerms and conditions of any further release will be
redetermined. | may be held withour bail. or my bail may be increased. and additional sureties required. The State may
proceed against my sureties for violation of this recognizance. The State may ulso procesd against me by body execution for
violation of my recounizance at the rate of one (1) day for each $5.00 ot said recognizance. A violation of my recognizance
may also be punished as contemipt of court.

1 ugrez to comply fully with each of the obligations imposed on my release and to notify the court promptly inthe event |
change the uddress listed below.

Release Ordered:

5/18
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. S/ &
oprdae/ Clerk/ Busmtmmmmmrsoner Defendant
[=/3—=2F

Date Address
£
[=]
i

Subseribed und sworn w before me [/We agree to the foregoing conditions ©a
3=
&=

his _LETH_day o 19?78 83

Sarety
S/6A/
Clerh Bt it Surety




AV DAVIT ALD ANLTOREEY 'S CLITrrIeaon

L ‘ , defendant in the above pusbiesood
) - " ) . '
PRI hcing'chur;ud vith the cwime(s) of . =
Ta v imum senvanca(s) mx( hovileed by lau of

in bereby make @ affidavit upon ‘oath and gav that I have been advised and

.ave been explained fully by my attorney
~agavding the nature of thc chJ"gc and Lhc conseguences cf thc plea of

~3ILTY and NOLO CONTENDERE. - . )

T have been advised, and I fully undcrst:nd that: I can plead XOT
SUILTY and have a trial with a Juxy or before a single judge; at suech a o

» . . |
-~1a' T would have the benefit of the presumption of innocence, the V~LV- -
ilepe ageinst self inecriminaticn, the right to confront and cross-cnaminz
ay accusers and the wituesses agaLnsL me, the right to testify and to call

-sitnasses 'in my own defense, the right to have the State prove me gux L1ty
seyond a reasonable doubt before thc jury or judge could convict me, and

che right to appeal a convicticn to the Supreme Court of Rhode Tsland.

T have also been advisad, and I fully understaond, that: by pleading -
SUILTY or WOLO CONTEWDERE I am giving up all of the above rights; that a
slea of NOLO CONTENDERE is the same as a plea of CUILTY for all purpcoses :
in this case; that the Court may impose a sentence up to the maximul sen-
zence euthorized by law, frem which there can be WO appezl; that if a plza
=f GUILTIY or KCLO CO““E(DLRE is ‘accepted by the Court and is entered in oy
sehalf, then I am bound by the plea and may not withdraw the plea unless Iy
sermission of the Ccurh. A - z

‘ : L T = -

" No prom’sgs have been m_dc to me by the prosn uting attorney, my own

zttorney or the Couxt except as follows: oL .. .
.. . ," - . .

- I also understand that for purposes of this case I am admitting suf-
Zicient facts to substantiata the charge(s) which has(have) been brought
2gainst me in uhe qulcum-n:(s) to ‘nicn Lhese pleas rezlate. .
3 Defendant
. Slnuod and Sworn to at ) . , on the
ay of . A.D. 197 .
Notary Public’
CERTIFTCATION
I bereby certify that I have esplained the above to ]
e e cand that che defendant hag yead and i
aome Chat he/she Fulty underscands al) his/bor rights aod Che del o
Sluntearily amd fntellisently enters a plea ol GUIEIY - ROLO GO =
volhe charpe(s) g Lodictment mebered . %E
s i o et i vt ¢ g2
Q X
[SEREY]

e e R RN T TR T2

AllJruvy .




CLITIFTOATE OF JHnGH
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e e

STATE

vs. B '  moIcTHENT N0.SR 75 =000
. }12@ &r@ ' ‘

This certifies that the defendant in the above-cntitled

1

indictment(s) has come before me, in the prescnce of his attornéy,

and prescnted the attached affidavit and attorney's certifiéation.
Thercupon, I have addressed the defendant pcrsoq;llé, in open court,
and he has established by his responses to my questions that he has
been fully informed of the content of the affid&vi:, all of the rights
enuzerated therecin, the nature and tﬁc consequances of his plea as

set forth therein, and the range of punishment which might be imposed

upon him as well as any assurances made to hiz by his attorney, the

TT1.60

?rosecuting attorney or the court, as specifically set forth in said
affidavit. I have also been satisfied by the defendant's assertion
and the content of the affidavit, that there is a factual basis for
this plea. I find that this plea is made voluntarily and with

ledge and understanding of all matters set forth in the attached

affidavic,

Justice
* Superior Court

DATE: [=/2 =76

Courtroom
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Samale Criminat.Oocket Entries =
. ,
Dzfeondant, arraigned and ploads net guiTLy, givos personal racopnizsnce
in sum $1,000. Entry of appearance filed, referred o Punlic Cafendzx
or c01clnued to to datermine attorney
Dzfendant arraizned ard dleads not guilty, for want of bail in sum

Def~ndant appezrs and retracts vlzza of not guildy, again avraignad and
pleads (guilty, nolo contenders) and sentencsd to the 4CI for .
Judgemoent of conviction enterad.
Defendant appezrs and retracts plesa of not guilty, again arraigned znd
pleads ete. and placzd ¢n prodbation for _ s Sives 3Tarsonal
rscognizancs 1n swa 81,000, Judgsmeunt ol conviction enterad, ‘
Dafendant appears and retrzcits plea of not guilty, again arraigned and
plgads , sentsnced to ths ACT for , Sentencs is suspended,
probation for » gives personal recognizance in sum $1,000. Judgesze:
of conviction ontersd.

Dgfendant appears and retracts plea of not guilty, agsin arraigned zand
ploads , Sentence is deferrsd and gives personal rscognizance in sun

$1,000, dJdudgement of convicticn entared.

Defendant appears and coantinusd to for violation nearing, commit

) 2ittzd
w/obail,
Defendant appears oun vivlation hearing, witnesses sworn
after haaring defendant dsclared tc cs 2 violator and suspensiocn ov
sentance removed, defendant ordersd co“u_UUed on santence praviously 3
imposed of __ and committed. Judgement of conviction entared. =

Defendant arvaigned a

nd pleads nolo contendere, continuved for sentence
to ’ sive persconzal
N

recognizance in sum $1,000. Court orders

:

psycniatric evaluatio

Defendant arraignsd and pleads not guilty, for wani of nail in sum
I3 . [ > K3 . " -
is committed. oSame cay defsndant give bail =sum . Racog., i

Tor want of bail in sum

Dofendant arraignsd and pleads not gu s
ash bail in sum . Bail

3
is committed. Same day defendant give
furnished by name, address. .

Defendant aprears and heard on mobicns to
denied, orders to enter.

.

Jarrant oprdered and issuesd,

Deferdamt appsars and retracts plea of not guilty, again arrezigned ang
pleads , sentenced to the ACI for s sentencs suspendad,
probation for said probation to commsnce ubdon relesass {rom ilI
I ? . - ] - - 1 005
ng an ives b i1 r i 1 $1,0

3&&%355%3 2:N0HA3221i2g 25de5i4es Personal recognizance ia sw $1,00
Dafondant appears and reciracts plsa of not guilty, again arraigry -

lcads sentenced To the ACI for from and after ths &2

———T . . oy mma————

of senbence now serving and committed, Judbgmenh of convicition ¢

rsonal recognizance in sum 31,000 Lo remain at Maraf
: rLne: r of .

Courtroom ’
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Sample Criminal Docket Entries (cont'd.)

D
M~
~~
N w
nnzuz'?pp;ars and st%ll Prvsiats in his nizn of o sellty, casg
$ to SR jury and trial prosscds, -
:h?rocced: and confludcs. Tis jury veturas a verdict of -- wiliy
acrged -~ not muilsy,
- R , .
Hot gullcy--gubcwent ol accuittal entercd.
guilty, continvad for senvence or actual scnioncine

Hotion 4o dizmiss granted. llo ccais,

granie

Continued to Tor orogress report.

Sentencad %o pay a fine of and costc. Fins of and costs of
paid. Judgement of conviction enterad.

a2fendant appears, retracts plea of not guilty, again
pleads nclo contendere and is Sentenced to the A,C.I.

arraignad,

for 10 years,

D=fendant 1is Ordéred to serve the first 6 years, and the rawaining
4 years is Suspended, probation for § years; said probation to
commence upon defendant's release from the A.C.I. Judgement of
Conviction enterad.

Courtroom clerks prepare the entries to be typed by clerk-typists onto the
‘docket/face sheets. Handwritten notes should be legible; make cartain the
¢ase number and your signature are with the entry.
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WITNESS FoR Tasmi
REMAND HErriMNE AT g

State of Bhode Island and Hrovidenre FPlantations.

Provmencs, Sc.
To the Sherif cf the County of Providence, or to his Deputies, and to the Warden of
the Adult Correctional Institutiona, in said County,

/& GaEETING:
WEHEREAS, o oovveeeri A <

bas this day been produ fore the Superior Court of aaid Stata holdea at Piovidence, for the Counties of
Providence aud Bristol....../02... 2 0-m 022 VLT E S o TP T
e PATE LR 5/)

and whereas said Court orders that zaid respondent be remanded into the custody of said Warden, in the

County of Providence, to be held as of his original commitment.

We command you, said sherifs or deputies, to take said respondent and him convey to aaid Warden,
and you aaid Warden are hereby commanded to receive said respondent into your custody snd him hold as of
* his original commitment,

% of our SureRrior CounrT, at Provideace, this / 3.772‘

, 4. D. 10.25.
s

WrryEza, the
dAY Ofcriicnierennens

S-189

a2

5/78

-CS/&’%) FRS——— L1 ot 3
Sample farm entries for typical situations for which the form is used follow.

1 No Action: -
has this day been produced yfora the Superior Court of 2aid Stata bolden at Piovidence, for the Countiss of
Providence aad Bristol........ 0% .82 I8 N Tl Bt 0 AL

70...d=R0n2E .. (2. PATE 5494‘49

and wheteas said Court orders that zaid respoodent be remanded into the custody of zaid Warden, in the
2 Violation Hearing, Bail Hearing, Etc.:
has this dsy been producef/before the Superior Court of said Stats holden at Providence, for the Counties of

Providence sad Bristol...... 22, 25 mm L0 QM. MNERCIME. = car T
7o.. L=LY=2F

and whereaa said Court orders that :zaid respondeat be remanded into the custody of said Warden, in the

3 Ouring Trial:

111.63

has this day been pmduc@' tefore the Superior Court of said State holden at Piovidence, for the Counties
Providence sad Bristol....... 0.0 m.00.8 ON. TR A oM T T
(=l9 =78

and whereas said Court orders that said respondent be remanded into the custody of said Warden, in §

4 Sentenca:
has this day been produced @fore the Superior Court of said State holden at Povidence, for the Counties
Providence aad Bristol........ R0 2852 0808 S ENTEMCED. . CTd—

et 5 ACT. TP RMLREE ... TR L ir AT
.....Z;z:.......!ﬂ.e&.....‘.....c,a,éfa.mfﬁzxz....... i 7 = )

Courtroom
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TODEAN EALT .. T8 0.6 0
and whereas said Court orders that zaid respondent be remacded icto the custody of said Warden, in the




(8]

AT dsPe5}77 amy

MITTIMUS—CowmrrMent FoR WaNT of Baty o INpiorvEw)
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State aof Rhode Island and Providence Plantations.
SUPERIOR COURT.

ATSE LA D 19..25""

To the Shenf of the County of Provideace, or to his Deputies,
and to the Warden of the Adult Correctional Institutions ia said County,
GREETING:

ATt

ProvioeNcE, sC.

WHEREAS, the Grand Jury have returned a Bilt of Indictment against ...
efendant, of..

in said County for,....../{ P e

4 Ao, Ao Cnd 2= R

on which Indictment the said defendant has been arrcigned and ple1d=r‘ ity 20 WaS orde nd bv :r.xd

«// ....................

Court tamamiettmimmmee e T TS T O SU T .. S A

' -D-—.gs
Twra b o e A ac T e C e e e T T T I T e e ian 0 i Todinkomant shall bo sollod o
t-x'u-—kﬂ"" azd s Lot et era e i

You, the said Sheriff or Deputies, are therefore hereby commanded to take the body of the said defendant
aad him convey to said Warden, and the said Warden is hereby required Lo receive the said defandant into his
custody and h there safely keep until h shall be duly discharged according to law, ard for so doing

this shall be your suicient Warrant.
Hereof iail not, &c.
- s < = . >
WrrNEss, theSEaL of our Supsrior Courr, at Providence, th:s/“?/‘f‘

........ A D. 190.28"

d. No..PR 2(-Gen _ /w‘w//) Clork.

111.64

At Disposition -~ In Lieu of Bail:

on which Indictment the said defendant has been arraigned and pleaded met-guiiiy NOLO
CONT 2-12-78 SENTENCE, and was ordered by said Court to enter into recognizance in the
sum of _twentv thousand or 10% cash Dollars, . . .

After Bail Hearing:

and was ordered by said Court ts-entep-ipis-recegnizarce~iR-the-sum-9f committed
w/0 bail Bellaps;-with-surety-fop-Ris-anpearance-befsre-said-Caupt-at-any

futyre-Limes-wRen-satd-indiciment-shatl-be-called-fop-srial-op~-seninnca~and-has-aaglactad
and-pefused-so-£8-da+

8ajl Set - In Lieu of Bail:

and was ordered by said Court to enter into recognizance in the sum of twenty thousand

or _10% cash Dollars,

After Trial:

on which Indictment the said defendant has been arrajgred-and-zieaded-ast-guiliy;-and
"FOUND GUILTY AFTER TRIAL" was ordered by said Court is-srier-inis-recegrizarca-if-ihe
sym-of _ committed w/o bail Bellarss-with-surety-fep-his-aspearanee-before-said-Lours
at-any-future-time-when-satd-Indietmant-ghall-be-¢a}led-for-trial-or-senience-and-has
neglegied-and-vefused-so-ta-dos

After Trial - In Lieu of Bail:

on which Indictment the said defsndant has been arraigred-znd-pleaded-pai-suil
"FOUND GUILTY AFTER TRIAL" and was ordered by said Court to enter into recoani
the sum of _ twenty thousand or 10% cash Dollars, . .

* s ye »* %* * b 4

The above are sample form entries for typical situations for which the
form is used.

Courtroom
Exhibit 14
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Affirmation
substitution for,
to jury
to qualify, &
to swear in, 5
to witness, 3
Alternate jurors
in civil case, 20
in criminal case, 40
Appearance, entry of, 30, 31-32
Arvaignment, gea., 29-33
Bail
at arraignment, 30-31, 33
form, 30-31
hearing, 34
surety bail oath, 33
S8ench warrants
issuance, 28, 32
Calendars, see also specific headings,
this index
civil
daily trial, 9
formal/special cause, 10-1}
motion, 14-18
criminal, daily calendar, 28
Cash bail, see Bail, this index
Continuances
formal/special cause matters, 10
motions, 14
Costs, 45
Court log, see Court Record Book, this index
Court record book, 7-8
NDaily calendar (crimival), 28
Daily trial calendar (civil). 9

INDEX

111, Courtroom Procedure

Disposition case
definition, 28
guilty/nolo, 36

Docket entries
civil, 23

sample, 53
criminal, 47
sample, 61

Exhibits, 1-2
labeling, 1
log entry, 2
storage, 1-2
to jurors, 2, 4i ;
withdrawal, 2

Foreman, appointment of
in civil jury, 20
in criminal jury, 40
in grand jury, 26

Formal/special cause matters, 10-13
appointments, 11
calling of calendar, 10-11
continuances, 10
duties, in-caurt, 12-13
hearings, 12
statistical repert, 13

Grand jury, 25-27
oath

to qualify, 25
to swear in, 26
qualifying, 25
report of, 27
term of, 27

Hearings
Lhail, 34
violation, 35

11,65

Impaneltling jury
in civil case, 18-19
in criminal case, 37-39
Interpreter, ocath to, 42
Judgments {civil), 24
Judginent on conviction, 43
Jurors
excused, 4
in c¢ivil cases, 18-20
examination, 18-19
challengas to, 19
oath to, 20
in criminal cases
alternates, 40
challenges to, 39-40
oath to, 39-40
voir dire, 38
list of, 4
sub-panels, 5-6
Jury, see Petit Jury, Grand Jury, this index
Jury Conmissioner, 4
Mittimus, 47
Motions, 14-17
calendar, 14-15
continuances, 14
duties in court, 16
for new trial
civil, 17
criminal, 44 (conment)
Oaths
personal recognizance, 30-31, 44-45
surety bail, 33
to grand jury
Jury keeper, 26
qualify, 25
stenographer, 26
swear in, 26

5/78




Courtroom Procedure

Oaths (cont'd.)
to interpreter, 42
to jury panel
to qualify, 5
to swear in, §
to petit jury
in civil case, 20
in criminal case, 40
to jury keeper, 40-41
sequestered jury, 41-42
to witness
Personal recognizance, 33
forms. see Bail, this index
oath, 30-31
Petit Jury
in civil matters, 18-22
impanelling, 18-19
interrogatories to, 21}
polling of, 22
verdict of, 21
in criminal watters, 37-42
impanelling, 37-39
oath, 39
voir dire, 38-39
Petit jury panel
qualifying, 4-5
sub-panels, 5-6
swearing in, 5
Plea (guiltty/nolo), 36
retraction of, 36
Remand, 46
Sentencing, 43-45
deferred, 44
fined, 44
prabation, 44-45
Surety bail, 33

Index (cont'd.)

Trial
duties of clerk, at, 23

Trial calendar, see Daily Trial Calendar, this index

Verdicts

taking of, in civil matter, 21
Waiver, of trial, 36
Witness, swearing in, 3

111.66
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Financial Matters
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Financial Matters

This fiscal clerk, or bookkeeper, is the custodian of all case-
related monies deposited into or paid out of the court. It {s the
Clerk of the Superior Court, however, who is ultimately accountable
for these funds and it is for this reason that checks afe signed by
the clerk whenever possible, even though ope or nore other persons
may be authorized by the Clerk to sign checks. [In Proyidence, with-
drawal of funds can be accomplished only upon order of the court;

- checks drawn must be signed by the Clerk and witnessed by a Superior
Court Justice, with the exception of checks $100 or less

{RCP 67(b}}. In smaller courts, a judge is often unavailable,

so a judge's signature may not be required.

In Providence, two accounts are maintained; (1) The Registry of
the Superior Court aﬁd (2) The Fines and Costs accounts,! iInto the

Registry are deposited all funds other than fines and costs. The

lA]though types and nunbers of accounts vary from court to
court, the procedures for each watter are generally the same,

Introduction

Registry consists of several types of accounts, as described later in this

section, for cash bail, deposits in escrow, entry and appeal fees, miscel-

laneous fees and payment to jurors. All withdrawals of funds are made from
the Registry Accounts. The Fines and Costs account is a checking account
in which are deposited al) fines and costs; the balance in the account is
sent monthly to the General Treasurer.

Responsibilities of the fiscal clerks include: depositing and safe-

keeping of funds; maintenance of account journals; reconciiiation of
accountsy trarsmitting funds to General Treasurer; maintenance of files

for audit; and such reports as may be required by the Court Administrator's

Office or the General Treasurer.

v.it 5/78
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LIST OF EXHIBITS

Deposit/Withdrawal STips . . . . . . . . .. ... 23
a. Cash bail deposit
b. Cash bail withdrawal

c. Deposit to checking for return of funds

Receipts Transmittal Voucher . . . . . . . . ... 24
Invoice-Voucher. . . . . . . .. ; ........ 25
Jury Payroll Sheet . . . . . . . . . ... .... 26
Letter to Juror's Employer . . . . . . . .. .. .. 27
Refund Voucher . . . . . . . . . . . .. . .... 28
Utility Purchase Order-Voucher . . . . . . . . . . 29
Request for Delivery . . . . . . . . . . . . ... 30
IvV.iii
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Financial Matters
Maintenance ot Accounts

CASE REFERENCE NO.

STATUTE
DESCRIPTION FORM! NO. oR PROCEDURE COMMENTS
RULE
Maintenance of Accounts A receipt nust be completed far any woney received | The bookkeeper does rnot often receive moncy
Receipts - by the cowrt over the counter. The receipt waching] directly from the individual paying monay inlo
contains an original and two copies of pre-numbered| the court. Usually the counter clerk or clerk
veceipts. collecting fines completes the receipt or nay-
ment is received by mail.
a. Complete receipt, entering:
cash, (check, money order? In Newport County, there is no receipt machine.
individual's name A receipt is always completed for cash bail; on
case name {number) other occasions, ujon request.
amount paid
your sigrature
b. Give original to individual.
c. Attach paynent to copy of veceipt; place money
in safe place.
d. Retain receipt copies in chronological file.
If error is made on receipt, mark "“vOID® on all
copies and staple together. ‘
Deposits to Bank Ex. 1 - Because the bookkeeper is responsible for all

funds paid fato the court, it is important to make
regular bank deposits of Lhese monies. Be certain
to place all monty in a lacked place until deposit
can be made.,

a. Make out depostt sVip for cach account in dupli
cate. in addition to normal entries (date,
total amownts by check, cash), case information
should be entered {nam¢, mmber) where appro-
priate, w. i

s/718




CASE REFERENCE NO.

Financial Matters
Maintenance of Accounts

STATUTE
on
RULE

DESCRIPTION FORM] NO. PROCEDURE COMMENTS

b. Retain deposit slip copies with bank hook,

Withdravals RCP 67(h) Authorization is required (i.e., an arder of the
judge or clerk of the Supericr Court) before any
withdrawal may be made.

Money which has been in a passbook account must
first be withdrawn from that account; then de-

posited in the "zero-balance" checking account,
from which a check is drawn for veturn of funds.

“Bankbook It is important to reconcile the hankbook with the
Reconciliation monthly statement as scon as possible from date of
its receipt.

a.. To reconcile:

(1) Add deposits for present month to previous |The reconciliation procedure is often explained
month's balance; ‘ . on the reverse side of the statement,
{2) Subtract disbursements for present month.

I'f resulting amount does not equal that on state-
ment, check figures again; call bank for assistance
if necessary.

b, Note on account checkbook: “Account balanced
(date).v

o
.

Retain statements, deposit slips and cancelled
checks in chronclogical file for auditors,
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Financial Matters

CASE REFERENCE NO.

Registry
STATUTE
DESCRIPTION FORM| NO. on PROCEDURE COMMENTS
RULE
Registry of Superior Court fep 67(b) The “Registry of the Superior Court® consists of

the following separate accounts,

(1) Petty Account - one savings account including
all cash bail or escrow deposits of $100 or
Tess. FEarned interest is forwarded twice a
year (May,November} to the General Treasurer.

(2

—

Individual Account-individual savings accounts
for cash bail or escrow depnsits exceeding
$100. Interest is compounded quarterly; if
bail remains deposited for at least one yuarter
interest is earned on the money and subse-
quently paid to the bailor upon withdrawal of
baiil.

Checking Account - "zero-balance" checking
accounts in various banks to which money is
deposited and fimmediately withdrawn by check
for return of money deposited with the court.

Miscellaneous Account - a checking account for
all "over the counter" deposits, including
entry fees, executions, certification and
capying fees, appeal fees,

Jury Payrol) Account - a checking account from
which a1l grand and petit jurovs are paid.

V.3

There appears to be no statute or rule requiring
that cash bail be deposited in an interest-bearing
accouns.,
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Financial Matters
Registry

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

PROCEDURE

COMMENTS

Pelty/Individual
Rccounts (criminal
matters)

Cash Bail Received

Ex. 1

The receipt for cash bail is completed by the cler
ical person accepting it and a duplicate receipt
attached to the case file. The case file and cash
bail are then transmitted to the bookkeeper.
Upon receiving cash bail and case file from the
court:
. L
a. NDetermine appropriate account
{f amount is $100 or less: Petty Account
if amuunt exceeds $100: Individual Account
Make journal entry.

b. Make entry on docket/face sheets. E.g., Check
for cash bail received in sum of , Registry
hook number, page.

N.B.: If cash bail is received on a bind-over
case, make entry on bhottom of complaint: date
veceived by bookkeeper, amount of vail, account
book numbeyr and page.

c. Complete deposit slip, entering:
case nunber, case name
account book number and page.

d. If payment of bail is by check, enter on
reverse side:
case numbher
case name
Registry of Supericr Court
[Stamp] “For deposit only"
Have CLERK sign.

e. Deposit in proper account.
1v.4

See also p. 3 (1,2), Petty and Individual

accounts.
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Financial Matters
Registry

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

PROCEDURE

COMMENTS

Cash Bail Withdrawal
(Return of Cash Bail)

RCP 67(b)

Upon receipt of properly signed order for with-
drawal of cash bail:

d.

Qe.

. Mail or give to designated person. If mailed (to

. Enter check nmmber, amount of check, to whom

Read order Lo determine who is to receive the
bail. When attorney fees have not been paid,
the order may state that the bail be returned

to the defendant and attorney. If so, the check
for the bail amount is made payable to the def-
fendant and the attorney.

Issue check to designated person in the amount
of the cash bail pius any interest (1.e., the
balance in the account):
(1) Withdraw funds from petty account (or
close out individual savings account);
(2) deposit funds in Registry checking account;
(3} issue check; if the amount of the check
exceeds $100, the check must be signed
by the CLERK (or other authorized person)
and any Judge of the Superior Court.

attorney), enclose a cover letter and keep a copy
of letter in case file. If picked up dn person,
make out receipt from general receipt book and

attach receipt to Order for Withdrawal. Request
proper jdentification before veleasing check.

check is wade, maiting address, and date of or-

der to release in journal.

Enter on face sheet: "In accordance with the

order entered on date, cash bail released.”
.6

Interest in petty account goes not toc the poster
of bail but 1s sent twice a year to the General
Treasurer.
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Financial Matters
Registry

CASE REFERENCE NO.

STATUTE
DESCRIPTION FORM| NO. of PROCEDURE COMMERNTS
RULE
Forfeiture of Bail Upon receipt of order ordering that bail be for-
feited: ‘
a. Enter on docket/tace sheet "bail for § by
order vemanded to General Treasurer.”
b. Draw check in proper amount payable to General
Treasurer: .
(1) Withdraw funds from petty account (or close
out individual savings account);
{2) deposit funds in Registry checking account;
(3) issue check.
Ex. 2 | A-26 c. Submit check and Transmittal Vouchey to General
Treasurer.
Dep0§i§s/w1thdrawals In a civil matter, the bookkeeper is to recejve
(Civil Matters) autharization in the form of an order either to
deposit or to withdraw funds. For deposit, follow
s procedures -for "cash bail received."
For withdrawal, see "cash bail withdrawal."
Release of Attachment RIGLA The attorney may r2lease attachment on property by
Deposits in Escrow 10-5-57 depositing in escrow an amount equal to the ad

damnum on the Writ of Attachment,

a. Deposit in individual savings account.

. Notify Town/City Hall clerk that court is in re-
ceipt of § _and that attachment way be released.

c. File copy of letter in case file,

V.6 -~
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Financial Matters
Registry

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

PROCEDURE

COMMENTS

Account Bagk_ (ledger)
Eutries

Any money left with the court exceeding $100 is

deposited in a new individual savings account and

case entries are made to the ledger.

On the left-hand page of the ledger, include the
following:

name of bank in which account to be opened.
date received by bookkeeper

description - cash, check number, who furnished

address
amount

0o right-hand page, enter:
case title and numbher

When account has been opened, enter savings
account number on right-hand page,

When money is to be returned to depositor:

a, Withdraw total balance in individual savings
account

b. Beposit in checking account

¢, Issue check for same amount to depositor

d. Enter in jouwrnal: check number, date, amount
and batance ("0"); to whom check made and
released; date order entered,

.7
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" Financial Matters

CASE REFERENCE NO.

Registry
STATUTE
DESCRIPTION FORMY! NO. oRn PROCEDURE COMMENTS
RULE

Miscellaneous Account

Journal entry

Reconciliation of Account

Tc this account are deposited:
Civil entry fees
Execution fees
Certified/Copying fees
Appeal fees

Receipts and money are transferred daily to the
hookkeeper for accounting and depositing.

Daiiy entries are made to the journal, which shows
the daily total as well as a breakdown by category

a. Include in journal entry:

1) date received by bookkeeper

2) receipt numbers (from _# to # )

3) total amount received: total of cash/
checks received should equal total of
amounts shown on receipts

4) total amount by cateqory: separate
receipts by type of fee; total, and enter
in appropriate column

b. Nouble-check figures, waking certain that total
by category = total money received = total of
anounts on receipts.

c. Put receipts in numerical order and place in

chronoloyical fFile for reference by auditor.
d. Deposit in Miscellaneous Account,

Upon receipt of monthly statement: Verify balance
in account by comparing checkbook/journal entries/
statement. .8

See also p, 3,{4), Miscellaneous account.
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Financial Matters
Registry

CASE REFERENCE NO.

STATUTE ’
DESCRIPTION FoORM| NoO. on PROCEDURE COMMENTS
RULE ;
Transmittal to General Once the balance in the account has been verificd,
Treasurer that belance is sent on a monthly basis to the
General Treasurer,
a. lssue check to General Treasurer in amount of
balance on statement (or corrected balance).
Ex. 2} A-26 b. Prepare Transmittal Voucher entering notation
"Money collected for miscellaneous funds" and
amount as well as headings on form.
c. Send check and voucher to General Treasurer.

V.9

General Treasurer
Treasury Department
State House

Providence, Rhode Island
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Financial Matters
Registry Account

CASE REFERENCE NO

DESCRIPYVION

FORM

NO.

STATUTE
OR
NULE

PROCEDURE

COMMENTS

Shares/Dividends on

Savings Accounts

Where accounts are still pending:
Deposit the dividend checks in the individual
savings account and make appropriate journal
entry.

Where accounts have been closed:
Discharge shares and dividend checks and have
lawyers present an order to the judge that by
agreement of the parties the dividend checks
and stocks may be released to one of the indiv-
iduals. Retain all dividend checks and shares
in a file for each account.

Upon receipt of signed order, transfer all
stocks/checks to attorney; notify bank of
change.

If attorneys will not ayree or cannot be con-
tacted or if the case is still pending:
Retain all dividend checks and skares in file
for cach account

V.10

At one time shares were issued for individual
passbook holders whose accounts had a balance
exceeding $300. Consequently,-shares and/or

dividend checks were issued for each of these
passbook accounts and forwarded to the book-

keepers.,
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CASE REFERENCE NO.

Financial Matters

Registry
STATUTE
DESCRIPTION FORM| NO. OR PROCEDURE COMMENTS
RULE. ’
Refunds_ to. General RIGLA When money has remained on deposit for more than
Treasurer - 9-8-4(5) ten (10) years and no action has heen taken in the
10 years - no action case during that time, the account may be closed

and the money sent to the General Treasurer,
The Attorney General files a petition with the
court Lo initiate the no-action refund process.

|
| a. Review ail savings account passbooks and compare
l with journal entries to determine which cases

| apply.
|

|

b. Prepare list of cases, entering

case number

case name

. date last activity occurred
| individua)l who depusited money
' reason noney was deposited (e.q., cash bail)

amount deposited
amount of interest

Attorney General,

|

| . . .

| C. Give report to CLERK, Presiding Justice, and

| .

| d. Upon receipt of Order signed by the Judge, close

out accounls on list.

|

¢. Neposit money in respective checking account;
wrile out check for each case in amount of -
original deposit plus earned interest, 5/78
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Financial Matters
Registry

CASE REFERENCE NO.

DESCRIPTICN

FORM

NO.

STATUTE
OR
RULE

PROCEDURE -

COMMENTS

" Refunds to General

Treasurer, cont'd.

In journal {Petty or Registry) enter date, check
nunber and amount, date order entered.

Send choeck{s) and copy of report to General
Treasurer, retaining copy for File.

. Have docket/face sheet entry made: "Money trans-

ferred to Genera) Treasurer on _date | accord-
ing to 1977 PL Ch. 126,"

v, 12
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CASE REFERENCE NO.

Financial Matters ¢
Registry
STATUTE
DESCRIPTION FORMY] NO. on PROCEDURE COMMENTS
RULE

dury Payroll Account :

Deposits to Jury Account The bookkeeper should try to make an accurqte See also p. 3, {5). Jury Payroll account.
forecast of Lhe amount of money to pay petit and In smaller courts, the amount is ordered as
grand jurors to ensuve sufficient balance in the needed rather than on a monthly basis.
account for the payroll.

Invoice Voucher When necessary to order more funds, for the
payroll:
] £x. 3]-12 a, Conplete invojce voucher, entering heading in-

Check received from
General Treasurer

Juror List from Jury
Comtiss ioner

b.

formation, "Juror‘s Fees," and amoynt.

. Have CLERK sign.

. Transmit voucher (all copies) to Administrative

Office, which transmits to General Treasurer.

. Prepare deposit slip and deposit check in jury

account; enter deposit in checkbook.

Enter on voucher copy - “deposited, (date).®

The list from the Jury Commissioner 1ists all
Jurors by town and indicates the ane-way wileage
for each individual., Names which are lined-out
are those who have been excused and are not to
receive payment.

V.13
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Financial Matters
Registry

CASE REFERENCE NO.

STATUTE
DESCRIPTION FORM| NO. OoH PROCEDURE COMMENTS
RULE
Juror List (cont'd) a. Count number of names on list; subtract the This figure is used to double-check the number of
Tined-out names to determine total nunber of payroll checks to be drawn.
jurors to bhe paid.
h. As daily attendance report is received, euter By RIGLA 9-29-5, jurors are to be paid only for
by name of absentee “out" (date). days of actual attendance; payment is not made
for a holiday which fails within the period of
service.
c. If a juror is excused from service after being } If a question, check with the Jury Commissioner.
sworn in, the juror may he entitled to payment
for one day.
d. If a jurar challenges the mileage figure, get
permission from jury commissioner before making
a mileage change on the list.
Prepare Payroll Sheets The procedure for the petit and grand jury is
the same, :
fx. 4 -- a. Complete heading:

Petit (Grand) jury

Date to appear (first day of 2-weck service)--
petit jury only

Date sworn in--grand jury only

. Enter al1 namwes (noting those excused) from Juyy

Conmissioner’s Tist to payroll sheet, in same
order; double-check.

. Entey roupd-trip mileage in space provided.

V.14
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Financial Matters

CASE REFERENCE NO.

Registry
STATUTE
DESCRIPTION FORM| NO. OR PROCEDURE COMMENTS
RULE
Preparing for Payroil Day Juror payroll checks are paid every two weeks, on
a Friday (or the last day in attendance during the
service period).
Prior to payroll day, prepare checks, leaving
amount blank, and have signed by CLERK. The amoun
cannot be filled in until the last day attendance
report has been received.
Last day Attendance Report a. Carefully check Jury Commissioner's List for
received nunber of days absent per juror; subtract days
’ absent from total days in service period
{normally 10, unless holiday) and enter in
appropriate space by juror's nane.
RIGLA b. Compute amount due each'juror who has been It is better to complete short pays first, when
) 9-29-5 absent; cnter on payroll sheet. fresh, since more room for error exists.
Jurors ara entitled to: :
$15 per day of attendance (no holidays) A chart has been prepared by the Bureau of
$2 per day subsistence ($3 - Washington Cty, | Audits to assist in this process; however,
New Shoreham) extreme care must be given to transferring the
eff. 5/78 $.15 per mite ($,50 minimum reimbursement) proper figure from the chart,
Ex. 4 - - c. Enter days of service and computed amount (or

taken from chart) orte payroll sheet for ail
others,

d4, Double-check all figures,

V. 15
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Financial Matlers

CASE REFERENCE NO

Registry
STATUTE
DESCRIPTION FORM|] NO. on PROCEDURE COMMENTS
RULE

Payroll checks

Distribution of Checks
Jurors in Juror Lounge

Juroys in Courtroom

a. Enter praper amount on check payable to juror;
double-check.

b. Check that total amount disbursed by check
equals total amounts shown on payroll sheets.

c. Attach adding machine tape to payrol) sheets
and Jury Commissioner's List.

d. Enter total amount and date on tape bottom for
auditor's purposes.

a. Bring checks to juror lounge and call by city
{town).

b. Have juror sign payroll sheet to indicate
veceipt of check,

The courtroom clerk should inform the bookkeepers
of jurors who will be present in the courtroom at
payroll time by pulling the juror cards and giving
Lo she bookkeeper so that the checks may be set
aside.

a. Give checks and a separate payroil shect
te courtroom clerk for distribution.

v, 16

The jurors endorse the payroll sheet to indicate
receipt of payment,
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Financial Matters
Registry

CASE REFERENCE NO

DESCRIPTION

FORM

NO.

STATUTE
On

RULE

PROCEDURE

COMMENTS

Grand Jurors

Payment to Jurors on Hold-
Over Cases

Vouchers to Employers of
Jurors

Ex. 5

b. Attach completed payroll sheet
with signatures to other payroll and juror list
sheets.

The sheriff picks up and distributes checks for
grand jurors and also has them sign payroll sheet.

A hold-over case refers to one which requires
jurors to serve beyond the normal two-week period.
These jurors are paid on the normal payday (end of
2-wk period); o separate check for additional ser-
vice is then issued for the additional days.

a. Prepare separate payroll sheet with heading
“HoTd-over,” naike of courtroom clerk, name of
Jjudyge, and names of jurors.

b. Upon termination of service, compute amounts
and issue checks as above.

Only upon request of juror, prepare form letter
which shows the employer the number of days
served, at $15 per day plus mileage.

1v.17

If jurors have been excused, these checks may
be mailed.

These checks may be sent by mail to the individ-
uals; the courtroom clerk should inform jurors
if this is to be done.
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Financial Matters
Registry

CASE REFERENCE NO.

STATUTE
DESCRIPTION FORM| NO. OR PROCEDURE COMMENTS
RULE
Quarterly Report to Bureau Within approximately 15 days of the end of each
of Audit quarter, all money remaining in the juror account
is to be returned to the General Treasurer. ’
Return and Account Although no official form exists the following
information should be included in a transmittal
letter to the Bureau of Audits:
Cash received
date/voucher number/amount
Cash dishursed - Petit Jury
- date/amount
~ Grand Jury
- date/amount
Balance (deficit)
Have CLERK certify & sign.
Statement of Account
Letter From Bureau of a. Upon receipt of lelter from Bureau of Audit
Audit . verifying balance in account issue check to Gen
eral Treasurer in amount of verified balance.
Ex. 21 A-26 b. Complete Receipts Transmittal voucher, entering

"Refund of Jurovrs fees for Quarter Ending _  “

¢. Transmit checkand all copies of voucher ta
General Treasurer,

d. Upon receipt of green copy of voucher, place in
chranological file,

Iv.18

The green copy may not always be returned; it is °
not needed.

5/78




Financial Matters
Fines and Costs

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on

RULE

PROCEDURE

COMMENTS

Fines.and_Costs Account

lssue receint

Baposit slip

Reconciliation of Account

Fines and Costs are normally collected by the
Criminal Division and given en masse to the Fiscal
Clerks. If payment is-made divectly, however,
issue a receipt to individual making payment.

a. Complete receipt (in duplicate).

b. Give griginal to individual,

Upon receipt of fines/costs from Criminal Division
a, Complete deposit slip, entering total amount,

b. Place deposit stip and money in envelope
labeled with proper account.

c. After depnsiting in bank, retain duplicate
deposit stip with Fines & Costs clieckbook and
enter deposit in checkbook.

Upon receipt of monthly bank statement:

d. Reconcile statement with checkbook and records
of deposit,

b. File statements/deposit stips in chronological
file far auditors,

.19

See "Receipts."

In Providence, all case entries are made by the
Criminal Division. No case by case enlry need
appear on the deposit slip.
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CASE BEFERENCE NO.
Financial Matters
Fines and Costs
STATUTE
DESCRIPTION FORM] NO. oR PROCEDURE COMMENTS
RULE

Transmittal to General

Ireasurer

-

tx. 2 1 A-26

Fines and Costs must be transmitted to the
General Treasurer each month once the account
has been reconciled with the monthly bank
statement,

a. Issue check to General Treasurer in amount of
receipts for the month (veduce the balance to
zerp),

b. Have CLERK sign check,
If the check exceeds $100, it must be signed
_by the CLERK ({or designate) and witnessed by
any Superior Court Justice.

c. Complete Receipts Transmittal) Voucher; have
CLERK sign.

d. forward all copies_of voucher and check to
General Treasurer,

e. If green copy is returned by General Treasurer,
file in chronological order,

v.20
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Financial Matters
Miscellaneous

CASE REFERENCE NO.

STATUTE
DESCRIPTION FORM] NO. OR PROCEDURE COMMENTS
RULE
Refunds from General Occasionally a request for the refund of a fee will
Treasurer be received, wost often for an appeal fee refund
T when thie appeal has been withdrawn.
If the refund is to occur in the same wonth as de-
posited:
a. Examine order signed by judge as to withdrawal
of appeal and refund of money.
b. Issue check to requestor.
c. On withdrawal order; enter original receipt
number and check number,
d. Make notation of withdrawal on jouynal.
Refunds from State Ex. 6 |A-24 If the refund is to occur in a month other than

Treasury

when deposited

t. Complete form:
1) Couwrt (division)
2} Voucher number on which money was trans-
ferred to general fund.

3) Dbate of transmitta) voucher

4) Reason for vequest for relurn of funds
{attach copy of order)

5) Nawe of individual to whom money is to be

returned,

L. Send form to General Treasurer.

v, 21

The Refund Voucher comes from the State Court
Administrator's 0ffice.

This is a number assigned by the General
Treasurer,
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CASE REFERENCE NO.

Financial Matters
Miscellaneous

STATUTE
OR
RULE

DESCRIPTION FORM| NO. PROCEDURE . COMMENTS

Ordering Supplies One clerk is usually designated the responsibi]itj
TUtilTty Purchase Voucher {Ex. 7§ A-3 of ordering supplies for the office. Completion

: of the utility purchase voucher is the responsi-
bility of the bookkeeper,

a. As clerk infarms you of placed order, give
clerk a utility order number,

b. On separate paper, make notation of vendor and
items ordered and date.

c. As bill for merchandise is received, check
with clerk as to whether merchandise was
received.

d. If so, complete Utility Purchase Voucher and
forward with invoice to State Court Adminis-
trator's Office.

Request for Delivery Ex. 8} AD- Complete this form L& order small items (pencils,
(of Supplies) PUR- pens, forms, stationery) from the state station-
’ A-31 ery office.

ltems unavailable throuah that office may be pur-

chased from an outside vendoy as long as the
total order does not exceed fifty dellars ($50).

5/78
1v.22
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Deposit/Withdrawal Slips

RHODE ISLAND H 4 HOSPITAL TRUST NATIONAL BANK

SAVINGS ACCOUNT

CHECXI AND OTHEA ITTUS ARE RECEIVED AON Of.
POINT (N ACCOADANGS WITH ThE STATE LAWY OF B3,

- TFeb. 23. 1 EPOSIT
0ATE eb. 23, —-978 D Si CASH 2C0; 00
Credit e toral amount tomy o STATEMENT A/C . SHEGKS-8ANK No. i
: XC=PASSBOOK A/C 1. :
ACCOUNT o 2. ?
NUMBER é‘eg l 3 3 Ex. 1la
{ACCOUNT NUMAZA (F NQT PRE-ENCOSE0) 4. ; ’
Registry Superior Crt.-State vs. John : ;
Rog==--Ind. 768-321 Bock 15, Page L6 s. ‘ ,
; |
‘ TOTAL 2C0: 00 .
St . o
LS5L0O 2«00 3 3100 L1l
recziven rnow RHODE [SLANDESHOSPITAL TRUST NATIONAL BANK
SAVINGS ACCOUNT WITHDRAWAL
oare 2 /2 /T8 ;
One Thousand Five Hundrsd Dollars & 00/190 sovcams s_1,500.00
.«mr"r:N AMOUNT - E lb
t . . X.
O STATEMENT  .ccounr A3
Charge the above amount 10 MY xx passa0OK nmeen | L{O |0 (OB} 1|0) C{Of O O
NON NEGOTIABLE Q:L4544. 5 &::lcgp JUSTIC:
1F PASSBOOK ACCQUNT, PASSBOOK I ! #v_ TR
MUST SE PRESENTED WITH THIS ORDER :1“— N L S 2(—‘1‘ < CLERL
7/ SIGNATURE
LSsLO 00330 70
2 2l 78
- .
g O
O
i D
g &
‘éi 7
£
g 1,500 0O
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N
e 0
1,500 CO

TY R

t=4

510 w003 308
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DISTRIBUTION

WHITE — TREASURER
SREEN — DEPARTMENT
PINK — CONTROLLER
YELLOW — DEPARTMENT

STATE OF RHODE ISLAND

AND

PROVIDENCE PLANTATIONS
TREASURY DEPARTMENT

TREASURY VOUCHER NQ. .

STATE HOUSE - PROVIDENCE
: =
RECEIPTS TRANSMITTAL VOUCHER =
A-26 REV,2/73
PREYICUS YOUCHER DATE YOUCHER DATE
3 A 2 Ky S R-Ragr Bl 7
Januery 2, 1977 RHODE ISLAND GENERAL LAWS. 1955, AS ebruary 2, 197 z
BEPARTMENT AMENDED, SECTION 11-28.1: FAILURE TO PAY |DEPARTMENT VGUCHER NO. ]
4 STATE FUNDS INTO TREASURY — EVERY QFFI.
Juduciary CER, OR OTHER PERSON, RECEIVING OR HAV- |-
DIVISION OR AGENCY ING IN HIS HAND MONEY SELONGING TO'THE |FUNO . Cost
: aps - . STATE, WHICH MONEY SHOULD BE PAID INTO fines & Costs
et e - & 3
Clerk's Offics, Prov. Superior Court | The STATE TREASURY. SHALL PAY THE SAME
TO THE GENERAL TREASURER WITHIN THIRTY |TREASURY VALIDATION
| CERTIFY THAT ALL MONIES RECEIVED FROM THIS SOURCESINCETHE |  (30) DAYS AFTER HE SHALL RECEIVE SUCH
DATE CF THE PREVIOUS VOUCHER ARE |TEMIZED BELOW AND HERE. | MONEY. UNLESS OTHERWISE PROVIDED BY LAW:
WITH TRANSMITTED. THE AMOUNTS LISTED ARE TRUE AND CORRECT | AND EVERY PERSON WHO SHALL. WITHOUT
REMITTANCES AS RECEIVED. JUST CAUSE, NEGLECT OR REFUSE TO PAY OVER _
SUCH MONEY. SHALL BE FINED NOT EXCEEDING
SIGNATURE — DEPARTMENT HEAD OR AUTHORIZED AGENT FIVE HUNDRED DOLLARS ($300) OR BE M-
- " PRISONED NOT EXCEEDING FIVE (5) YEARS. )
Dby '
\__/ \-ﬂ e
RECEIPT/LICENSE NO. RECEIVED FROM DESCRIPTION AMOUNT
- ~ iy - $
John Doe, Clerk of the Return & iccount of
Providence Superior Court for | the Fines & Costs -«
[9¥}
i ‘ the Counties of Frovidance collected January lst >
and Bristol thru January 31, 1977 2,000.00
INITIALS CODE(1-9) |  RECEIPT ACCOUNT NO. AMOUNT APPROPRIATION ACCOUNT 30, | BUDGET COOE | CC | ACCTS. REC.
3 VER _
2 13-1k5  |[® 2,000.00

ALDIT

TREASURY TIME STAMP

Financial
Exhibit 2
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INVOICE-VOUCHER ’ ' '

FORM A-12

1. WHITE « STATE CONTROLLER

3 roRWARD DEPARTMENT GF ACMINISTRATION
PINK - CEPARTMENT FIRST THREE STATE HOUSZ. PROVIDENCE. R. L
ORANGE - REMITTANCE COPY COPIES TO
GREEN - VENDOR/DEZPT. STATE CONTROLLER

STATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS
DIVISION OF ACCOUNTS AND CONTROL

FOR UST IN DIVISION oOF
ACCOUNTS AND CONTROL

YQUCHER NO.

CELIVERED TQ:

PURCHASE ORDER NO.

re e - . . None
Clerk's Office-frovidence 3uperior Jourt ne
LOCATION TO WHICH DELIVERED REQUISITION NO.
AL = . - . - . o)
200 Senefit 3treet, Providencs, Rhede Island None
DY . AGTQUNT NO. =]
Z
[ 1 0C00-000-000 >
naweano  john Loe, Clerk :
ADDRES B ~as - P . 5 N =
of THE Cleric's Office-Frovicdence Superior Ors, VENGOR'S iNvalcs No.

VENDOR P . -
oreavez 250 Benefit Strest

rovideace, Rhoce Island

-

YENDOR INSTRUCTIONS:

1. SUBMIT A SEPARATE INVOICE FOR ZACH PURCHASE ORDER,

2, PREPARE FOUR COPIES OF THIS FORM: USE INK OR TYPEWRITER: SIGN CERTIFICATE CN
ORIGINAL COPY.
3, FORWARD FIRST THREE COPIES TO STATE CONTROLLER, STATIZ HOUSE, PROVIDENCE,

R. {.; RETAIN FCURTH CORY. WATCH FOR SPECIAL BILLING INSTRUCTIONS WHICH AP-

VENDOR'S INVOICE QATE

Janwary 2, 1578

TERMS

INDICATE WHETHER INVOICE REPRESEMTS:
[ raRTIAL DELIVERY

[ FINAL DELIVERY

YOUCHER DATE

PEAR ON STATE PURCHASEZ ORDER. Jeimary 2’ 1975
DESCRIPTION OF ARTICLES QR SERVICE UNIT .
QUANTITY (ltemizs_and sxaiain fully) PRICE AMOUNT
‘, ' JUROR!'3 FIRES $50,C00.20
[Eo}
N
>
[
YENDOR AND DEPARTMENT LEAVE BLANK
TOTAL AMOUNT LN
: i ENCUMSRANCE LIGUIDATED 59 »000.00
ACZOUONT NZ. & BUBGET CinE AMQUNT
GRDEZR NO. i AMOUNT | BALANCE CASH DISCOUNT s
‘NET AMOUNT S
—
[1=] =
CerTIFiC} T X

| heraby certify that the itemg = a a

are propar charges against thed g = R

NAME OF VENDOR ':_ Lﬁ I~

John Doe
SIGNATURE OF VENDOR‘) B
) < 74“/ G I S
° SIGNATURE OF DIRZETOR OR AUTHCRIZED AGENT
PRE.AUOIT REVIEW POSTED DATE PAID ASGISTER NO. .
TABULATED VERIFIED l

/

2




JAY PAUECLL 3HIRT
i JUZOR3 'f:iC' .4.?3
N "HYYA_J_ T D_m.& i o Oll

A JURY,

Superior @anrt of Rhode Jslomd

Countivs of iﬁrnﬁiﬁext:e and Bristol

Hrabidence o«
‘ =
We the undersigned, summoned to appear as Petit Jurors on the date W
hsreinafter named, hereby certify that pursuant to such summons we have
attended upon the Superior Court holden for the counties of Providencs
and 3Briztol the number of days and traveled the number of miles set
egains®t our respective names, and we hereby acknowledge the receipt from
Jnsm 20e , Clerk of said Court, of the amount against which we
nave respectiully se®t our names as compensation for such service.
..
Petit Jurors at Providence Summoned to Appear ,D2te
Jurors . Juror's Signature Days | Miles | Amt. Rec.

i Y - z
ISRV =R /%

i

: LY “', '
i //@Jvﬂ_l.';u" L(-y/ A e : IO e
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OF RHODE ISLAND AND FROVIDENCE PLANTATIONS

Surerior Court
OFFICE OF THE CLERK
250 Benefit Street

Providence, R. [. 02903 Jenuary 27, 1973

TO WHOM IT MAY CONCERN:
The records of this OFffice disclose that

John Zose ot Providsnce, Shode Islznd
served as a Petit Juror for z period of 10 days

and has received Fifteen (315.00) Dollar

Joon Zoe
Clerk

5/78
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UTILITY PURCHASE ORDER——VOUCHER

ADCON A-3 REV 3/72

ROUTING: No. 2 - to vendar

Mo, 5 - retain in depcriment

STATE QF RHODE I1SLAND AND PROVIDENCE PLANTATIONS
DEPARTMENT OF ADMINISTRATION

Attach vendor's invoics to reversae

side of copy 1. Forward capies 1, 3,
& 4, to Division of Purchases.

STATE HcUusE, PROVIDENCE. R. L.

POR USE M OIVISION CR
ACCOUNTS AND CONTRCL

YOUCHER 3Q.

NAME OF AGENCY
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Fualel well be Ho. U 4\) l, L
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~
P2)
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Accounts
book entries, 7
escrow, 6
fines and costs, 19-21
maintenance of, 1-2
reconciliation of, 2
registry account, 3-10

savings accounts, dividends/shares, 10

types of, 1ii
Bail (cash)
forfeiled, 6
posted, 4
returned, 5
Bureau of audit, 18
Deposits, gen., 1-2
Exhibit 1, 23
Escrow accounts, 6
Filing fees, deposit of, 8
Fines and consts account
deposit, 19
receipts, 19
receipts transmittal voucher, 20
Exhibit 2, 24
reconciliation of account, 19
transmittal to General Treasuver, 20
Forms, see iv, List of Exhibits
General Treasurer
quarterly report to, 18
refunds from, 21
refunds to, 11-12
transmittal to, 9, 20
Invaice voucher, 13
Cxhibit 3, 25

INDEX

FINANCIAL MATTERS

Jury payroll account, 13-18
. employer letters, 17
Exhibit 5, 27
invoice voucher, 13
juror list, 13
paychecks, 15
preparation, 15-16
distribution, 16
hold-over cases, 17
payroll sheets, 14
Exhibit 4, 26

quarterly report to'Bureau of Audit, 18

Miscellancous account, 8-9
journal entries, 8
transmittal to General Treasurer, 9

Petty account, gen., 3

Receipts, 1

Receipts Transmittal Voucher
Exhibit 2, 24

Refunds
from General Treasurer, 21
from State Treasury, 21
to General Treasurer, 11-12

Registry account, 3-10
checking, 3
individual savings, 3, 4-6
miscellaneous account,” 3, 8-9
petty account, 3, 4-6

Requisitions, 22
for delivery of supplies, 22
utility purchase voucher, 22

Savings accounts, 3
shares/dividends, 10

1v. 31

Supplies
delivery of, 22
ordering of, 22

Utility purchase voucher, 22
Exhibit 7, 29

Wi thdrawals, 2
authorization for, §




RHODE ISLAND SUPERIOQR COURT
MANUAL OF CLERICAL OPERATIONS

V. Naturalization Procedure
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Naturalization Procedure
The Superior Court Clerk's Office in Providence/Bristol and Mewp

works cooperatively with the Immigration and Naturalization Service in

- processing petitions for naturalization. Duties of the person perform

this function are outiined in brief below.

1. Type Petition.

2. Complete record of acknowledgment card; send to petitioner (Form N-414).
(See Exhibit 1)

3. Collect fee and deposit in naturalization account.

4, Qath at Naturalization Hearing:

Oath of Allegiance for Petition for Citizenship

YOU DO SWEAR (AFFIRM) THAT YOU KMOW THE CONTENTS OF THIS PETITIO

ort

ing

N

FOR NATURALIZATION SUBSCRIBED 8Y YQOU, THAT THE SAME ARE TRUE TO THE

BEST OF YOUR KMOWLEDGE, EXCEPT AS TO MATTERS THEREIN STATED TO B
ALLEGED UPON INFORMATION AND BELIEF, AND THAT AS TO THESE MATTER
YOU BELIEVE THEM TO BE TRUE, AND THAT THIS PETITION WAS SIGNED B
YOU WITH YOUR FULL TRUE NAME: SO HELP YOU GOD.
Qath of Allegiance for Witness »

YOU DO SWEAR (AFFIRM) THAT STATEMENTS OF FACT YOU HAVE MAﬁE INT
AFFIDAVIT OF THIS PETITION FOR NATURALIZATION SUBSCRIBED BY YOU

TRUE TO THE BEST OF YOUR KNOWLEDGE AND BELIEF: SO HELP YOU GOD.

5. Complete blue index card; enter in alphabetical index. (See Exhibit 2)

6. File photographs numerically according to éetition number and fi
original petition in binder.

7. One week in advance of date for final hearing (set'by Imhigratio

Naturalization Services), send notice of final hearing to petiti
(Form N-445). (See Exhibit 3)

V.1

E
S
Y

HE
ARE

Te

n &
oner
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[Ne}
.

10.
11.

12.
13.

14.

After final hearing ceremony, have the naturalized citizen sign the
certificates (original and copy) and collect fee for mailing certifi-
cate by registered mail.

Prepare Certificate of Maturalization, taking-information from peatition
and description sheet. Glue on photos, put seal of court in proper
place, have CLERK sign certificates (copy and original).

Detach certificate stub and file alphabetically (see Exhibit 4).

Add certificate number and date of naturalization on petition and index
card. .

Send Certificate by registered mail to naturalized citizen.

Put certificate copies in numerical order; transfer to Immigration
and Naturalization Services along with monthly report (Form N-4)
(see Exhibit 5).

Upon request, complete Verification of Naturalization form; sign and
affix seal of court (see Exhibit 8).

V.2 5/78




Form N—414
UNITED STATES DEPARTMENT OF JUSTICE
JMMARATION 400 MATURALIZATICA S1AVKT
(Edition 12-15~44)

ACKNOWLEDGHENT OF FILING PETITION FOR NATURALIZATIOD

(This card is-not £ be regarded a3 evidenea of UL S, Stiosestiy)

Name and locatiea of court: Providencs Superior Court
250 Benafit Street.
Providence, Rhode Islznd

Name of patitionsz: Joao Costa

Date of fling petition: pogeaher 5, 1977

Number of pstition: 31251
GPO %45-810

Naturalization
Exhibit 1

V.3
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Index Card

| Providence, Rhode Islznd 02903

COST4, Joao 1h5-3125)

10 Knight Street

Filed: December 5, 1977

Admitted-February 17, 1978 - Cert,71000C002

Naturalization

Exhibit 2

V. 4 5/78




Notice of Final Hearing

Form Appeoved
OMB No. 43-R0399

UNITED STATES DEPARTMENT OF JUSTICE

Immigration and Naturalization Service

3125k

F etition No.

Mr. Joao Costa AR'# 23 LS 789

10 Knight 3
Providence, Zhode Island 02803

treet

Date

February 3, 1$7§

You are hereby notified to appear {or a hearing onr your petition for naturaliza-

tion before a judge of the naturalization court on £80TGary 17, 1

1978 -Fridaw

at Providence Superior Court Courtreom #12
250 Renefit 3treet Sth Floor

rrovidence, Rhode Island 02303

1

Please report promptly at__ 2315 A.M. Your witnesses need NOT come with you.

If the judge finds you qualified for naturalization, you will be sworn in as a

citizen.

YOU MUST BRING WITH YOU THE ITEMS MARKED (X] BELOW:

(X] This letter, WITH ALL OF THE QUESTIONS ON THE OTHER SIDE
ANSWERED IN INK OR ON A TYPEWRITER.

(X] Alien Registration Receipt Card.

(X] Any Immigration documents you may have.

CJ Your child (children):

(X] Other

Flease bring for the cost of mailin:
Certificate orf iaturslization

Naturalization
Exhibit 3

this hearing, return this notice immediately and state

V. 5

Form N-443
(Rev.5~6~=76)N

(SEE OTHER SIDE)

such case, you will be sent another notice of hearing

5/78




Certificate Stub

No. 10835709
Wame COSTi, Joezo

1

resicing at 10 Knight Strest, Providsnce, R.I.

Date of BirthJan. 1, 19! Date of Order of admission

Date certificate issusd February 17, 1978 by the

Superior Court at Providence, Rhode Tslan

0.

Petition No.3125L Alien Registration Yo. 23 L5 789

~
" Q;L¢ZL;=—27;:T¢§2;

\CorZlete and true Signature of Holcer
- L

Naturalization

Exhibit 4

V.6
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UNITED STATES DEPARTH#ENT OF JUSTICE

. To Be Submicted in Duplicate
Immigration =nd Naturalization Service DO NOT DETACH

MONTHLY REPORT
DUPLICATE

NATURALIZATION PAPERS FORWARDED

Office of the Clerk of the Superior Court

Frovidence
(County or district)
Providence, Rhede Island
(City or town, and State)

September 2, , 1977

IMMIGRATION AND NATURALIZATION SERVICE,

- In compliance with the naturalization laws and regulations, there are listed below each petition number
and thename of each petitioner for naturalization who filed a petition in the above-named court during the

monthof Apnmigt , 19_77 . I enclose also duplicate naturalization papers executed
by me as clerk of the above-named court during the same month, the inclusive numbers of which are given
below.

Duplicates of petitions for naturalization which have already been delivered to your representative

areindicated by an (*) opposite thepetition aumber. Petitions for which no fee was collected, as provided

‘ by law, are indicated by the letter **M’’ opy .site the petition number, and by the words ‘‘no fee’’ opposite

' thename. Petitions *‘Voided’’ under 8 CFR :134.15 arelisted at theend and indicated by the word ‘‘void.”

Listed separately are the TR number and the name of each petitioner whose certified copy of a petition
for naturalization was received by transfer during the month.

1. Declaration of Intention Nos. - to - inclusive,
2. Petitions for Naturalization Nos. 29900 to 2901¢ inclusive.
3. Certificates of Naturalization i{os. 030705 to 9080776 inclusive

(by registered mail).

)

7 (Clerk) N
4
B% -
P
PETITION
NO. NAME
23000 flame of the petitionsr
Naturalization
Exhibit 5
V.7 5/78
-
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STATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS

Superior Court

OFFICE OF THE CLERK
250 Benefit Street
Providence, R. 1. 02903

Jerificaticon of Naturalization

The Haturalization records of this Court indicate the follewing information:

NG Antonio Lima
ALIRZ33 AT TIMI OF FILTNG LO Bummer Strest

Centrel Falls, Rhode Island
YATURALTZATION PITTTICH FILING DaTz  Septewber 10, 1975
SITITICH NOMBER 150556

| COUNTRAY OF RIRTH & AILZGIANCE Fortugal
|
| DATS OF JATURALIZATIO Woverher 21, 1975
TLACT OF NATUZALIZATEOR Erovidence 3Superior Court

250 Renefit Street, Frovidence, 2.I.

JATURALIZATION CERTITICATS NUMRZIR__ 1007900

-
0o, .
I, /%fy(./ xp/é{___.__, Clerk

of the iProvidence Superior Court, certiify

Sil that the shove infcrmation is ftrue and

correct according to our rscords on this

P>

2lith  day of October 15 77 .

-

Natgra]ization
Exhibit 6 V. 8 5/78




GLOSSARY*

Abstract - Synopsis or summary of facts, rather than table Annulment ~ Act of making void. "Annulment" destroys existence
of contents of transcript. Abbreviated, accuraie and of woid or veoidable warriage and everything appertaining
authentic history of proceedings. thereto from the beginning.

Accusation - A formal charge against a person, to the effect Answer - Denotes a defense in writing made by a defendant to
that he is guilty of a punishable offense, laid before the allegation contained in a bill, indictment or complaint
a court or mayistrate having jurisdiction to inquire filed against him by a plaintiff. Under certain conditions
into the alieged crime. and in certain proceedings the answer may be made verbally

to the clerk.
Acquittal - The legal and formal certifications of the

innocence of a person who has been charged with crime; Appeal - A complaint to a higher court asserting commission of an
a deliverance or sctting free of a person from a . error of law in a trial, proceeding before a lower court,
charge of quilt. or sentence of a lower court, seeking rectification of the

lower court's error.
Adjournment - A putting off or postponement of business

or of a session until another time or place; the act Appeal Bond - 'fhe bond given on taking an appeal, by which the

of a court, by which the session is dissolved, appellant and his sureties are bound to pay damages and

gither tewporarily or finally. costs if he fails to prosecute his appeal with effect.
Affidavit ~ A written statement declaring certain facts Appearance - A coming into court as a party to a suit, whether

to be true and confirmed by the oath of the person as a plaintiff or defendant.

making the statement, (which oath is taken before

an officer having authority to administer it). Appellant - The party who takes an appeal from one court or

jurisdiction to another.
Alimony -~ Allowance which (husband) (wife) by court order

pays wife (husband) for maintenance while they are Arraignment - The arraignment of a prisoner consists of calling
separated or after they are divorced. upon him by pame, and reading to him the indictment, and
demanding of him whether he be guilty or not guilty and
Allegation - ''he assertion, declaration or statement of entering his plea.
a party to an action, made in a pleading, setting
oul what he expuacts to prove, ssigament - A transfer by once person or corporation Lo a second

person or covporation of the former's interest in propersty,

ACompiled with the assistance of Raymond McGuire, Professor of law, University of Maine, School of Law, Portland, Mainec,

G-1
5/78




Attachment - The process whereby, on the authority of a

court, property is brought within the custody of
the court.

Attestation - The act of witnessing an instrument in

Bail

Bail

Bail

Bail

writing at the request of the party making the sanme,

and subscribing it as a witness.

(verb) - ‘o procure release of a person from legal
custody and assuming responsibility for his appear-
ance in court or-+any designated place.

{noun) - The surety or sureties who procure the
release of a person under arrest by becoming
responsible for his appearance at the time and
place designated., Those persons who become sure-
ties for the appearance of the defendant in court.

Bond - A guarantee by a corporate surety that a
person will appear at a designated time and place,
and a promise to pay a sum of money fixed by the
court if the appcarance is not made.

Commissioner - Officer appointed to take recogni-
zance of bail,

Bench Warrant - An order issued by the court "from the

Bitl

bench" for the arrest of a person.

of lndictment -~ A fFormal written document accusing
a person or persons named of having committed a
felony or misdemeanor, Lhawfully laid before a
grand jury for their action upon it.

Bound-over -~ The action whereby a lower court requires a person
to appear for trial in a higher court after a probable
cause hearing has been held in the lower court and probable
cause has been founa (see Probable cause).

Brief - A written document, summary or abstract of some larger
“document or of a series of papers,facts and circumstances
or propositions. :

Capias - A writ or otuer by the court directing an officer to
Lake into custody the person named in the writ or order.

Certify - To testify in writing; to make known or establish
as a fact.

Change of Venue - The removal of a suit begun in one county or
district to another county or district for trial.

Charge - An accusatory allegation in legal form. M formal com-
plaint, information or indictment. .

Chattels - All property except real property; personal property.

Civil Action - A personal action which is instituted to compel
payment or the doing of some other thing which is purely
civil.

Commitment - The warrant or mittimus by which a court or magis-
trate directs an officer to take a person to prison.
Authority for holding in prison cone convicted of crime.

Complaint (civil) - 'the complaint is the first or initiatory
pleading on the part of the plaintiff in a civil action.

5/78




having jurisdiction, that a person named (or an unknown
person) has committed a specific offense, with offer to
prove the fact, to the end that a prosecution may be
instituted. ’

Concurrent ~ At the same time, running togecther.

Consccutive - Successive; succeeding on another in reqular
order.

Contenpt - Willful disobedience of the lawful order of a
court or administrative tribunal; generally referring
to an order other than one to pay a sum of money.

Contempt of Court - Apy act which is calculated to embarrass,
liinder, or obstruct courtin administration of justice,
or which is calculated to lessen its authority or its
dignity.

Continuance - The adjournment or postponement of an action
pending in a court, to a subsequent day of the same
or another term.

Conviction - The result of a criminal trial which ends in a
judgment or sentence that the prisoner is guilty as
charged.

Costs - A pecuniary allowance, made to the successful party
{and recoverable from the losing party) for his expenses
in prosecuting or defending a suit, or a distinct pro-
ceeding within a suit.

Counterclaim - A claim presented by a defendant in opposition
to ov deduction Erom the claim of the plaintiff.

2y

Complaint {(criminal) - A charge, preferred before a magistrate

G-3

Cross-Claim - A claim by one party to an action against a co-

party, as by defendant against co-defendant or (rarely)
by plaintiff against co-plaintiff.

Cross-complaint - An action brought by a defendant in a suit

against the plaintiff in that suit upon a cause of action
arising out of the same transaction in controversy. Or

an action by one parLy to a suit against a co-party to the
suit arising oult of the same transaction, as plaintiff
against co-plaintiff or (more freguently) defendant against
co~defendant. : ’

Custody - As applied to parental rights over children, embraces

the sum of such rights with respect to the rearing of a
child, including its care. With respect to a person in
custody implies that he is detained on authority or kept
in charge or control of another in some sort of restraint,
so that he is not free to come and go at will.

Damages - A pecuniary compensation or indemnity, which may be

recovered in the courts by any person who has suffered loss,
detriwent or injury, whether to his person, property orv |
rights, through the unlawful act or omission or negligence
of another.

Declaration - An unsworn statement or narrative of facts madc by

a party to the transaction, or by one who has an interest in
the existence of the facts recounted.

beclaratory Judgment - A judgment which establishes the legal

scope of the rights and duties of the parties, without more,
following a proceeding brought in advance of the occurrence
of actual injury to those parties.

Decree - A term whose meaning parallels “"judgment® in a civil

case. The judgments of certain specialized tribunals
(particularly courts of equity and of admiralty) are called
"decrees,”

65/780




Default - Omission, neglect or failure of any party to ful- Divorce - The legal separation of husband and wife effected, for
£ill a duty, observe a promise, discharge an obliga- cause, by the judgment of a court, and either dissolving the
tion, or perform an agreement. marriage relation or suspending its effects so far as con-

cerns the cohabitation of the parties.
pDefault Judgment - A judgment rendered in favor of one party

to a civil action based on the failure of the other Docket - A book containing an entry in brief of all the important
party to entcr an appearance and defend. acts done in court in the conduct of cach casce, from its
inception to its conclusion.
Deposition - The testimony of a wilness taken upon inter-
roygatories, not in open court, but in pursuance of a Domicile - That place where a man has his true, fixced, and per-
commission to take testimony issued by court, or manent home and principal establishment and to which whenever
under a general law on the subject, and reduced to he is absent he has the intention of returning.
writing and duly authenticated and intended to be
used at trial of action in court. Equity - A specialized body of jurisprudence chiefly specializing
in fashioning a remedy for injustice wnere the payment of
Designation - An addition to a name, as of title, pro- money damages will not prove to be adequate compensation.
fession, trade or occupation, to distinguish the
person from others. . Evidence -~ Any species of proof, or probative matter legally
presented at the trial of an issue, by thc act of the parties
Discovery - The disclosure by the defendant of facts, and through the medium of witnesses, records, documents, con-
titles, documents or other things which are in his crete objects, etc., for the purpose of inducing belief in
exclusive knowledge or possession, and which are the minds of the court or jury as to their contention.
necessary to the party seeking the discovery as a
part of a cause of action pending or to be brought Execution - An order directing an officer to fulfill the order of
in another court, or as evidence of his rights or the court, either by imprisonment or release of an accuscd
title in such proceeding. {in criminal cases), or by seizure of property to satisfy

an order to pay money (in civil casés).
Dismissal - An order disposing of an action by sending

it out of court, though without trial of the issues Exhibits - A paper, document or object produced and exhibited to
involved. A dismissal wmay be so styled as to bar a court during a trial or hearing, and on being accepted, is
a new suil on wne same grounds (Dismissal with marked for jdentification or admitted in cvidunce.

Prejudice) or may he so styled as to permit a new
suit on the same grounds (Dismissal without
Prejudice) .

G-4
5778




CONTINUED




Expert Witness - Person examined as a witness in a cause, who
testifies in regard to some professional or technical
matter arising in the case, and who is permitted to give
his opinion as to such matter on account of his special
training, skill, or familiarity with it.

Expunge - To biot out; to efface designedly; to obliterate;
to strike out wholly.

Extradition - The surrender by one state to another of an
individdal accused or convicted of an offense outside
its own territory and within the territorial jurisdic-
tion of the other, which, being competent to try and
punish him, demands the surrender.

Pacsimile - An exact copy, preserving all the marks of the
original.

Fee - A charge fixed by laws for service of public officers
or for a privilege under government control. Also, the
term by which many kinds of land ownership are known -~
particularly Fee Simple Absolute, ownership of 100%
interest in land.

Findings - The result of the deliberations of a jury or court,

Fine - A sum of money paid at the end of a suit or prosecution.

The fine is imposed upon a person(s) or cokporation as a
form of punishment,

Garnishment - A statutory proceeding whereby person's property,

money, or credits in possession or under control of, or
owing by, another are applied to payment of former's debt
to a third person by proper statutory process against
debtor and garnishee.

G-5

a

Grand Jury - A jury of -inquiry who are summoned and returned by

the sheriff to each session of the criminal courts, and whose
duty is to receive complaints and accusations in criminal
cases, hear the evidence presented on the part of the state,
and find bills of indictment in cases where they arc satis-
fied a trial ought to be had. ‘They are first sworn and
instructed by the court. This is called a “grand jury"
because it comprises a greater number of jurors than the
ordinary trial jury. In Maine the grand jury consists of not
less than twelve nor more than twenty-three persons,

Guardian - A guardian is a person lawfully invested with.the powey

Guardian Ad Litem - A person appointed by

and charged with the duty, of takiny care of the person, and

managing the property and rights of another person, who, for

some peculiarity of status, or defect of age, understanding,

or self-control, is considered incapable of administering his
own affairs. ’

court of justice to
prosecute or defend for an infant in «ny suit to which he may
be a party.

Habeas Corpus - The proceeding which tests the legal validity of

one person's detention of the person of another - particular-’
ly and most frequently used to test the validity of a crimin-
al judgment leading to imprisonment.

Hlearing - Proceeding of relative formality, generally public, with

definite issues of fact or of law to bhe tried, in which par-
ties proceeded against have a right to be heard.

Hearsay - A term applied to that species of testimony glven by a

witness who relates, not what he knows personally, but what
others have told him, or what he has heard said.
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Incompetent Person - The phrase “incowpetent person," “incom-
petent® or “"mentally incompetent" shall be construed to
mean or refer to any person, whether insane or not, who by
reason of old age, disease, weakness of mind, or other
cause, is unable, unassisted, properly to manage and take
care of himself or his property and by reason thereof is
likely to be deceived or imposed upon by artful or
designing persons.

Indeterminate - That which is uncertain, or not particulariy
designated.

Indictment - Ap accusation in writing found and presented by
a grand jury, legally convoked and sworn, to the court in
which it is impaneled charging that a person therein
namad has done some act, or been guilty of some omission,
which, by law, 1s a public offense, punishable on
indictment.

Indigent - Poor or needy.

Tnformation -~ An accusation in the nature of an indictment
from which it differs only in being presented by a com-
petent public officer on his oath of office, instead of
a grand jury on their oath.

Interrogatories - A series of written questions directed by
a party to a suit to a different party or to a potential
witness, which questions seek out potential evidence and
call for written answers.

unification of two or more parties (joinder of
parties) or of two or more demands for judicial action
(joinder of causcs) for legal action in o single
proceeding,

Joinder - The

I

Judgment - In civil cases, a judgment is a final determination of
the rights and duties 0f the parties, In a criminal case, a
judgment is the determination of guilt or innocence of the
accused.

Jurisdiction -~ The competency of a particular court to hear a
particular matter, measured by the kind of action involved,
the subject matter of the action, the parties involved, or
the like.

Jury - A certain number of men selected according to law, and
sworn to inguire of certain matters of fact and declare the
truth upon evidence to be laid before them.

Lien - A charge or security or incumbrance upon property.

Lis Pendens - A pending suit; jurisdiction, power or control
which courts acquire over property in suit.pending action and
until final judgment.

Mandamus ~ This is the name of a writ which issues from a court
of superior jurisdiction, and is directed to a private or
municipal corporation, or any of its officers, or to an
exccutive, administrative or judicial officer, or to an
inferior court, commanding the performance of a particular
act therein specified, and belonging to his or their public,
officinl or adwinistrative duty, or directing the restoration
of the complainant to rights or privileges of which he has
been illegally deprived. ,

Minor - An infant or person who is under the age of legal
campetence (under 21 years of age).

Misdemeanor - Offenses lower than felonies and generaily those

punishable by fine or imprisonment otherwise than in
penitentiary.,
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Mittimus (criminal)} ~ 'he name of a precept in writing, issu-
ing from a court or magistrate, directed to the sheriff
or other officer, commanding him to convey to the prison
the person named therein, and to the jailor, commanding
him to receive and safely keep such person until he shall
be delivered by due course of law.

Motion ~ A written or oral request to a court for a ruling of
law during the course of tegal proceedings.

Negligence - 'T'he omission to do something which a reasonable
man, guided by those ordinary considerations which
ordinarily regulate human affairs, would do, or the
doing of something which a reasonable and prudent man
would not do.

New Trial - A re-examination of an issue of fact in the same
court after a trial and decision by a jury or court.

Nolo contendere ~ A plea in a criminal action having same

legal effect as a plea of guilty for purposes of .

instant case, but mdy not be used as admission elsewhere,

Netice - Legal Notice. Such notification as is legally
deemed reasopable to apprise the person to whom it is
addressed of the initiation of legal proceedings against
him or of some matter relating to legal proceedings
to which he is a party.

Notice of lis pendens - A notice filed for the purpose of
warning all persons that the title to certain
property is in litigation, and that, if Lhey purchase
the defendant's claim to the sawe, they are in danger
of being bound by an adverse judgnent. :

Nullity of Marvaige - The entire invalidity of a supposed,

pretended, or attempted marriage, by reason of relation-
ship or. incupacity of the parties.

G-7

Oath - Any form of attestation by which a person signifies that
he is bound in conscience to perform an act faithfully and
truthfully.

Pardon - An act of grace, proceeding from the power intrusted
with the execution of laws which exempt an individual on
whom it is bestowed, from the punishment the law inflicts
for the crime he has committed.

Parole - A conditional release from a sentence ko county jail
or state prison; if prisoner makes good, hce wiil receive
an absolute discharge from balance of sentenge, but if he
does not, he will be returned to serve unexpired time.

Parties ~ The persons who take part in the performance of an
act, or who are directly interested in any affair, contract,
or conveyance, or who are actively concerned in the prose-
cution or defense of any legal proceeding.

Partnership - A voluntary contract between two or morc competent
persons to place their money, effects, labor, and skill, or
some or all of them in lawful commerce or business, with
the understanding that there shall be a proportional sharing
of the profits and losses between them, ‘

Peremptory Challenges - A challenge to a potential juror by a
party to a case whereby that potential juror is not permit-
ted to take his place on the jury. The challenging party
need show no reason for exercise of his right to challenge
a potential juror peremptorily.

Petltion -~ A written application to the court requesting the
court ko exercise its authority in the redress of some
wrong or requesting from Lhe court some favor, priviloge or
license.

Plaintiff - A person who brings an action; the party who com-

plains or sues in a personal action and is so named on the
record.
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Plea - The first pleading on part of defendant; the answer

which defendant makes to the plaintiff's declaration,
their
of

Pleadings - The formal allegations by the parties of
respective claims and defenses for the judgment
the court.

polting the Jury - A practice whereby the jurors are asked
individually whelther they assented, and still assent
to the verdict.

Praeliminary Hearing - Hearing by judgye or magistrate given
a parson accused of crime to ascertain whether there
is sufficient evidence to require the person to stand
trial on the charge.

Pre-scentence Report - Following a criminal judgment of guilt,
a trial court may in advance of passing a sentence,
require of the proper government officials a Presentence
Report to inform the court of those facts (beyond quilt
of the particular crime) which may properly influence
o sentencing decision.,

state of facts found
which would inducc a
man to believe, in a criminal
person had committed the
civil case, that a cause of

to exist
reasonably

Probable Cause - An apparent
upon reasonable inquiry
intelligent and prudent
case. That the accused
crime charged, or, in a
action existed.

Probation - Allowing a person convicted of some minor offense
{particularly juvenile offenders) ko go at large, under
a suspension of sentence, during yood behavior, and
gunerally ander the supecrvision of a probation office.

G-8

Proceeding - The name given the whole of the judiciat business
relating to a given case or controversy before a court.

Process - This word is generally defined to be the means of
compelling the defendant in an action to appear in court; or
a means whereby a court compels a compliance with its
demands., :

Property (ftealty) - Land and structures erccted on Yand
and so attached to the land as to become part of it.

Real

‘Reciprocal Support - 'The process by which a husband or wife pays

alimony through the court,

Recognizance -~ An obligation of record, entered into before some
court of record, or magistrate duly authorized, with condi-
tion to do some particular act; as to appear at assizes, or
criminal court, to keep the peace, to pay a debt, or the
like.

Racord ~ A written account of some act, transaction or action,
drawn up under authority of law, by a proper officer, and
designed to remain as permanent evidence of the matters to
which it relates.

Remand ~ The act of a higher court, after an appeal, in sending
a case back Lo a lower court for action consistent with the
decision and order of the higher céurt.

the transfer of a person or thing
from one place to another. More specifically, in law it
means the transfer of a cause from one courl Lo another;
transfer of the jurisdiction and cognizance of an acltion
commenced, bhut not Ffinally determined, with ali furtlhior
procecdings therein, from one Lrial court. to another trial
court., :

Removal - In a broad sense,
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relief given by a court to secure to an
party his rights.

Remedy - ‘fhe
injured

Replevin - A personal. action brought by one person to
recover possession of property unlawfully held by
another.

Sentence - The judgment formally pronounced by the court
or judge upon the defendant after his conviction in a
criminal prosecution, formally declaring to the
defendant the legal consequences of his conviction.
In civil cases the terms judgment, decision, award or
finding are used.

Service - The delivesy of a writ, notice, injunction, etc.

by an authorized person, or in some instances by

certified mail, officially notifying that person

of some action or proceeding in which he is concerned.

Show Causc - An order, decree, execution to appear as
directed, and present to the court such reasons and
considerations as one has to offer why it should not
be confirmed, take effect, be exccuted or as the
case may be.

Stipulation - An agreement between counsel respecting .
business before the court.

Subpocena duces tecum - ‘f'he process by which the attendance
of a witness is reyuired. Tt is a writ or order
directed to a person and requiring his attendance at a
particular time and place as a witness.  Duces 'acum
may also require him to bring books, documents, ete.

6-9

Summary Judgment - A judgment rendered on the basis of the plead-
ings and, if any, affidavits of the parties where an exam-
ination of the pleadings and affidavits reveals that there
is no dispute regarding the facts material to the case.

Summons - An order directing an officer to notify the person
named in the orvder of the commencement of an action against
that person and of the duty of the person named Lo appear
in court on a day specified and answer the complulnL of tne
party initiating the action. .

Surety - One who binds himself for the payment of a sum of
mnoney, or for the performance of some duLy or promise
for another,

Suspended sentence -~ Following the imposition of sentence in a
criminal case, the court may suspend Execution of the
sentence and release the accused conditionally, subject to
good behavior, for a fixed time. If during that time the
accused 1is again convicted of crime or otherwise violates
the conditions governing suspension of sentence, the court
may order Execution of the scentence at that time. :

Pitle - Legual recognition of the ownership of property, perhaps
evidenced by a document having legal force.

Transcript - An official copy of certain proceedings in a court.

Transfer - The removal of a cause from the jurisdiction of one

court or judge to another by lawful authority.

Traverse Jury - A trial jury; a jury impanecled to try an action
or prosecution, as distinguished fFrom a grand jury.

5/18




®
®

Irue Bill - The endorsement by a grand jury upon a bill of
indictment, when they find it sustained by the
evidence and are satisfied with the truth of the
accusation.

frustee - A person appointed, or required by law to execute
a trust; one in whom an estate, interest or power is
vested, under an express ov implied agreement to
administer or exercise it for the benetit or vo the
usc of another.

venue - Venue defines the proper court in which an action
is to be brought, usually by refercnce to the locale
in which the conduct complained of is ctitaimed to have
taken place.

verdict - The formal decision or finding made by a jury,
impaneled or sworn for the trial of a cause, and
reported to the court (and accepted by it) upon the
matters and questions duly submitted to them upon
the trial.

Waiver - The voluntary relinquishment of a known right.

Ward - A person, eéspecially an infant, placed by
authority of law under the care of a guardian.

warrant - A written order issued and signed by a magistrate,
directed to a peace officer or some other person
specially named, and commanding him to arrest the body
of a person named in 1t, who is accused of an offensc.

Writ - A writlen document from a court Lo a person directing
certain action of that person. A writ may issue cither
to commence an action or as an incident LO an onyoing
action, gunerally abt the request of a party to the aclion
under way or to be initirated.
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APPENDIX

List of Forms

The forms on the following Tist are those for which requests for blank

copies may be received.

with the names of the forms.

S-135 Summons - Providence County - S-1

S-1417 Superior Court Writ of Attachment - S-2
S-142 Stipulations - S-D-101

S-143 Witness Subpoenas - S-D-45A

S-144 Subpoena Duces Tecum - S-D-45B

S-145 Restraining Order - 5-545

S-146 Witness Certificate - S-0-102

S-147 Motjon for Substitution - S-0-103

S-148 Motion for Order to Sell- S-D-104

$-149 Judgment (on Decisions) - S-0-32

S-150 Judgment (on Verdict) - S-D-31

S-151 Notice of Entry of Judament - S-D-77

S-152 Proof of Service - Other than Sheriff - S-D-105
S-153 ProotT of Service - Qut of State - S-D-4E-F
S~154 Docket Sheets - S-D-79

-155 Court File Sheets - S-D-79A
36 Indictment Docket Sheets

56A Indictment Docket File Sheets
57 Criminal Appeal Docket Sheets
-157A Criminal Appeal File Sheats

S$-180 Proof of Service - Attachment - Real Estate - S-1
S-161 Proof of Service - Personal Estate - S-2

S-162 Proof of Service - Trustee - S-3

S-163 Proof of Service - Incompetent - S-4

S-164 Proof of Service - Corporation S-5

S-165 Proof of Service - Public Corporation - S-6
S-168 Proof of Service - State - S-7

S-168 Notorial Certificates - S

S-171 Execution - Goods, Chattels & Real Estate - S

S-173 Execution - Body - S

S-174 Appliration for Citaticon in Supplementary Proceedings

S-175 Citation in Supplementary Proceedings - S-D
S-176 Writ of Body Attachment - S-D

$-178 Civil Action Cards (Manila - Defendant)
S-178A Civil Action Cards (Manila - Plaintiff)
S-179 Criminal Appeal Cards

S-180 Oeputy Sheriff Certificate

S-181 ~ Warrant/Receipt (Card)

s-182 Committal Receipt (Card)

S-183 Certification of Clerk - A1l Courts
S-185 Certification of Justice - A11 Courts
$-186 Entry of Appearance (Def. Atty.)

s-187 Capias on Complaint

A-1

This 1ist is included only to familiarize personnel

S-D
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Remands - Superior Court

Third Party Summons - Superior Court

30-Day and 7-Day Calendar Notice

Omnibus Calendar Assignment Form

Selection of Title Examiner & Decree of Approval

Motion to Deposit Estimated Costs & Order

Approval of Title Examiner's Report Fixing Return
& Order of Notice

Civil Calendar Card

Petition to Foreclose Tax Lien

Citation to Foreclose Tax Lien

Civil Index Calendar Card

Judgment by Default upon Application to Clerk

Affidavit & Request for Entry of Judgment

Notice of Appeal - To Supreme Court

Citation to Show Cause

Petition for Mechanic's Lien

Citation in Mechanic's Lien

Jury Challenges

Order Payment of Money from Registry

Jury Voucher

Letter to Jury Commissioner

Dedimus Potestatem

Order Motion for New Trial

Execution Board Sheets (Blank)

Marriage Certificates

Applications to Marry

Exhibit Receipts

Writ of Attachments

Writ of Habeus Corpus

Jury Payroll Shests

Writ of Replevin

Writ of Arrest

Verdict Sheets

Probate Appeal Ordered Notice

Day of Citation
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Arbitration, 19
Attachment
on body, 47
release of, 5
Bail, gen., 54-59
and recognizance form, 54
docket entry, 55
index card, 55
forfeiture, 57-58
posted, 55
return of, 55-56
Bench warrant, 60-62
cancellation of, 61-62
index file on, 60-61
issuance, 60
Case file
preparation
civil, 13
criminal, 49
withdrawing from office, 4
Case number
civil assignment of, 12
notice of, to attorney, 14
Certificates
deputy sheriff, 4-5
notorial, 4
Certified copy, 10
Citations
in supp. proc., 47
on misc. pet., 21-22
order to show cause, 48
Civil, gen., 12-48
Civil action cases, 16-18
Clerk's statement, 19
Costs, 49, 50
Countervork, gen., 1-7

order.

INDEX

[. Office Procedure

Criminal matters, gen., 49-71
Default, 38-40
Depositions, 9
Deputy sheriff certificates, 4-5
Disposed cases

criminal, 64-66
Dissolution of corporation, 19
Docket

civil, 25-28

criminal, 63
Entry of judgment, 41
Execution, 45-46
Exemplified copy, 11
Expungement, 63
Extradition, 70-71
Feaes, 2
Fines and costs, collection of, 68
Forfeiture of charter, 20
Formal/special cause, 29, 33

. Fugitive from justice 70-71

Habeas, 67
Habeas corpus, writ of, 20, 70
Index file
as check on case number, 7
preparation of
civil, 14
criminal, 51
Indictment, 49
Information, 49
Judge's statement, 11
Judginent
and disposition, 65
of acquittal, 64
of conviction, 64
Main, opening of, 1
Mechanics® Lien, 20

f-1

Miscellaneous petitions, 19-23
Maney, deposited with court, 2
Motions, gen., 29-38
civil
entered under rule of court, 30, 35, 37
multiple case, 31
objections to, 36
on continuous - jury, 32, 37
on continuous - nonjury, 33
on notion calendar, 31, 35
to attach, 33
to dismiss, 31
reference list, 35
timely, 30
criminal, 59
Notorial certificates, 4
Order of notice, 22-23
Probate appeal, 24
Probation
as sentence, 65
violation of, 66
Publication, 22-23
Receipnt, 2-3
Receivership, 21
Record search, §
Records center, 6
Sentencing, 64-56
Service
proof of, on sumnons, 38
Summons, 16, 38
Supplementary proceedings, 47
Suprenie Court, appeal to
civil, 43-44
criminal, 69
Tax Liens, 21
Traffic matters, appeals from District Court, 52

This index is comprised of the index for each of the handbooks I-1V. First identify appropriate handbook; then Yook for subject matter in alphabetical
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Office Procedure, cont'd.

Transcripts, 9
Transfer, of case for hearing, 8
Venue, charge of, 8
violations, 66 '
HWarrant
bench, 60-62
governor's, 70-71
Woonsocket calendar, 34
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I1. Calendaring/Statistical Reporting

A. Civi} Assignmept

Assignment of case to judge, 6 Statistical reportina, 8-10
Calendars annual report, 10
continuous, 1 formal & special cause, 8, Exhibit 6, 16
daily trial, § judge days, computation of, 9
day certain, 5 monthly report, 8-9, Exhibit 5, 15
distribution of, § quarterly report, 10
formal & special cause, 8 submission of report, 10
notations on, 6 Trial, notice of, 3-4
priority cases, 1 Exhibit 3, 13

Calendar call, 6
. Civil calendar card, 1
Exhibit 1, 11
Continuances, 4, 7
Continuous calendar, 1
Daily trial calendar, 5
Exhibit 4, 14
Day certain calendar, 5
Disposition, entering of, 7
Formal & special cause, 8
Exhibit 6, 16
Index card, 3, 4, 7
Inquiries, response to, 3
Motice, 2-4
7-day, 3-4, Exhibit 3, 13
30-day, 2-3, Exhibit 2, 12
Settled cases, 4
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Affirmation
substitution for,
to jury
to qualify, 5
to swear in, 5
to witness, 3
Alternate jurors
in civil case, 20
in criminal case, 40
Appearance, entry of, 30, 31-32
Arraignment, gen., 29-33
Bail
at arraignment, 30-31, 33
form, 30-31
hearing, 34
surety bail oath, 33
Bench warrants
issuance, 28, 32 :
Calendars, see also specific headings,
this index
civil
daily trial, 9
formal/special cause, 10-11
motion, 14-15
criminal, daily calendar, 28
Cash bail, see Bail, this index
Continuances .
formal/special cause matters, 10
motions, 14
Costs, 45
Court log, see Court Record Book, this index
Court record book, 7-8
Daily calendar (eriminal), 28
Daily trial calendar (civil), 9

[1i. Courtroom Procedure

Disposition case
definition, 28
guilty/nolo, 36

Docket entries
civil, 23

sample, 53
criminal, 47
sample, 61

Exhibits, 1-2
labeling, 1
log entry, 2
storage, 1-2
to jurors, 2, 41
withdrawal, 2

Foreman, appointment of
in civil jury, 20
in-criminal jury, 40
in grand jury, 26

Formal/special cause matters, 10-13
appeintiments, 11
calling of calendar, 10-1}
continuances, 10
duties, in-court, 12-13
hearings, 12
statistical veport, 13

‘Grand Juvy, 25-27

oath
to qualify, 25
to swear in, 26
qualifying, 25
report of, 27
term of, 27
Hearings
baiy, 34
viotation, 35

I-4

Impanelling jJury
in civil case, 18-19
in criminal case, 37-39
Interpreter, oath to, 42
Judgments (civil), 24
Judgment on conviction, 43
Jurors
excused, 4
in civil cases, 18-20
examination, 18-19
challenges to, 19
oath to, 20
criminal cases
alternates, 40
challenges to, 39-40
oath to, 39-40
voir dire, 38
Tist of, 4
sub-panels, 5-6
Jury, see Petit Jury, Grand Jury, this index
Jury Comnissioner, 4
Mittimus, 47
Motions, 14-17
calendar, 14-15
continuances, 14
duties in court, 16
for new trial
civil, 1I? .
criminal, 44 {comment)
Oaths
personal recognizance, 30-31, 44-45
surety bail, 33
to grand jury
jury keeper, 26
qualify, 25
stenographer, 26
swear in, 26

i

=
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Courtroom Procedure, cont'd.

Daths (cont'd.)
to interpreter, 42
to jury panel
to qualify, 5
to swear in, 5
to petit jury
in civil case, 20
in criminal case, 40
to jury keeper, 40-41
scquestered jury, 41-42
to witness
Personal recognizance, 33
forms, sce Bail, this index
oath, 30-31 ~
Petit Jury
in civil matters, 18-22
impanelling, 18-19
interrogatories to, 21
polling of, 22
verdict of, 21
in criminal matters, 37-42
impanelling, 37-39
ocath, 39
voir dire, 38-39
Petit jury pane
qualifying, 4-5
sub-panels, 5-6
swearing in, 5
Plea {guilty/nolo)}, 36
retraction of, 36
Remand, 46
Sentencing, 43-45
deferred, 44
fined, 44
probation, 44-45
Surety bait, 33

Trial
duties of clerk, at, 23
Trial calendar, see Daily Trial Calendar, this index
Verdicts
taking of, in civil matter, 21
Waiver, of trial, 36
Witness, swearing in, 3
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Accounts
book entries, 7
escrow, 6
fines and costs, 19-21
maintenance of, 1-2
veconciliation of, 2
registry account, 3-10

savinas accounts, dividends/shares, 10

types of, iii
Bail (cash)
forfeited, 6
posted, 4
returned, 5
Bureau of audit, 18
Deposits, gen., 1-2
Exhibit 1, 23
Escrow accounts, b
Filing fees, deposit of, 8
Fines and costs account
deposit, 19
receipts, 19

-~ receipts transmittal voucher, 20

Exhibit 2, 24
reconciliation of account, 19

transmittal to General Treasurer, 20

Forms, see iv, List of Exhibits
General Treasurer

quarterly report to, 18 '

refunds from, 21
refunds to, 11-12
transmittal to, 9, 20
Invoice voucher, 13
Cxhibit 3, 26

)

Iv. Fipancial Matters

Jury payroll account, 13-18
employer letters, 17
Exhibit §, 27
invoice vouchar, 13
juror Tist, 13
paychecks, 15
preparation, 15-16
distribution, 16
hold-over cases, 17
payroll sheets, 14
Exhibit 4, 26

quarterly report to Burcau of Audit, 18

Miscellaneous account, 8-9
journa¥ entries, 8

transmittal to General Treasurer, 9

Petty account, gen., 3
Receipts, 1 .
Receipts Transmittal Voucher
Exhibit 2, 24
Refunds
from General Treasurer, 21
from State Treasury, 21
to General Treasurer, 11-12
Registry account, 3-10
checking, 3
individual savings, 3, 4-6
miscellancous account, 3, 8-9
petty account, 3, 4-6
Requisitions, 22
for delivery of supplies, 22
utiltity purchase voucher, 22
Savings accounts, 3
shares/dividends, 10

1.6

Supplies
delivery of, 22
ordering of, 22 :
Utility purchase voucher, 22
Exhibit 7, 29
Withdrawals, 2
authorization for, 6
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