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,nolon8et~con.si~activtiimf how ihey are tote' . .~Ac~ieye~llqmy~~",b.be, '~onot~ . 
ietired~'J;'be ~tilte·ofF1orichttfC)texanipl~.t~4SP~lilul;- ...... ,andequipme~t.~l" '.. .•.•... <, . ~. ' , .' " 
gated i<Qen~ra1RetoidS 'Schedule D-Tl t'~~mtnelldp' . E",entbougn auih¢lrizat!qn.~cti~Ii{e$IOf ,~.()f· 
~mg~~~nt1OjI:periodsf()t":1tmajOt ~·ofo r«~s. A~otds "may¢xist; . they 'lnay'ndtbe,'a5ed~ .'. .', ften.·' .. 
'page tromthl)~~eduIe cO\Tetmg~sdeiU~orc~fiIes ..·recQ.l#.'·are •. bp~beyo.n~ ~~mdtetellti()n ~. ,. : 
andj,nvenile' case lilesja\sltown lnAppendi;x.I. 'Rhocfe b¢Causoofun\lViUingne$~ to or inertia in imp~meJitUiJ, .. , 

" '. . > lsltulti. iscunei\tly ,de\'~lopin~~~nsc~e~ul~$fo;its .' ~$~Sal and4es~cti~ protedure$~'Stato_~j®at m>6~ 
"SupenoJ'lUid llis~~.' Co~~~$~~~l~P!i~·~o1lls~el'$,Sho.uldtakead~an~ie o;spaeeand~\ 

peri04s fOr several reCOtdsseries.in,ea¢bclifliS'l}-pe-!~ee ~~$aving$Opp(lItu~iti~ pte$en~d byteOO~St~lts~ '. . ... 
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h~,deveJope.d a re~nti()n~dIspo~iti()n schedule fotits·. . active recotd~i1Uerotil~ingprosram,tb~' oostandben';" \~, 
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"for the re~~ntion anddlS,POsltiOn of" counte~rds~At. tetn\ st<mtgeJ~ a recotilS ~ellteI:.Jllay betcss e~peft$iVf.~, 
scnllefU~\ tiate, procedures, for reCdrtl$,~ati9n and .... and, mote reliable- Th~cost!>tmif;1rotllming cas;e~t)'l)t . 

.. .Jor¢ts stand~atiollWilJ;'be pubJisb,ed •• ~ to Ifia'lditinJi '~(Jcumen#S'JstypicaU)' .$4(HietcubicfootWherea,; ton. 
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....... ·<",tt:an~(er,proeedures.aQdco_enfSlore~~~Ori;ls ·tei$r~rallpro$a~ly1S~ ye~ oo,foxe. Jhe coil!. cfllu~b 

'.' .', seriesCJS;~ the ~@S911llfor thereten~6n poUqy.~~~totage woul4,~lot ~~4tJtecoA ofrni~rofiJmiriB' 
·.'deveIoPDlel1t o(tbe ·scne¢dle WM8 C:oUegi~Ieffoninthat ~!i4Vitably.S().~aO~lhllentSdc¥nQt p\}Qtograpli 
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~cbedule,a procesS Which led to revision and refinen:tent. atchivalre.qufreifients~ .",: ..... . '. ' .'. . 
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';'"c~'~LonJa,Wlttir$.)' ',;,~': ,.",n "' ..•.... '" "," 'OfteDt~ids_~t4eritu~byt!le __ ee¢tq 
.' . 'c,'-;'';;~''Jfe~fi.tsofa's_Wide J#otds ccn~t:"(~< comptr witijn~ultc.*()utda~l.wa.A~nic" "', 

(' " ,'complited ,Ina Florl~teco$ .$lUdy,aUd, .iII»peaf. iti.. ~'., bl1lIneD~0Il0t the teCOrd.t llWlaaet"'ho,' .... ' .•. ' 
, ~,peD~L.laayaIUtiob gui~Unes'fw~~ing~ms ,tecotdtm.n •• tenvirq_Dt lriIyvcrt,,'wetibf:, a . 
tode~ ~ireligtoility for long~tettn $torlgein . e»mp)ete leVislon ohtatutes andmtQ~11lelu&uaacor 

,~." ',reootd$ een~rs.ate discussat QD p. 4Q in the cootCltt'ob "~ law, foranulated·iIl years .,.tf usuallY" doesnOtt4~ 
.. rCcoriJsnWtage~t study~ , '~'.', ik ,.': 'into account"~reoords~mpa$itit)n'UcJ~ • ' 

. . ,S;. Legal '8uidelirtei,Q1Iflautho,1ties.· 'BecauseooUit· ,dl1rei.. -Words 'lik~,·t·wen;'bOUndbb01tu •. 4~t:·fi ct·, 
, , ,. tecQrdf pta)' ~~cb,\a vitatrolcin '1lUf SOCiety(lepl·'docket"-ean be inco1l1piltible witb~.teriicd~.. ' ., 

gUi4elin~,aUthomingand controlling tl1\iQlare.:foun~ to ord$; :ini~film; loo~leafbinaer,$1S~~ titbthermno .. ,.· .. 
. ' .. IlPatefot less~r:~~inev~ jurisdictio~. Sta~ "mQiiS,.. . .... .' oC o ' 0.. ' . 

. v '. ·~nst,itutions,$tatut~,statewid(\}:bUrttules.localJaw t . "LtlgalluldeHnesCaD be an,JmPro'Vemeiltvelik(.~ '. 
: and lpealcoutttUlesnt\lybaveinsttiltt!0Ds or:ili1P.lica-: . than a11indmnceif~vi$e(nnsupportll)f a =aIds;mart· 

.. ' <;." tiohsfoueootdsmanage~Dt. ,Ml.nY$ .. tutesandrcJl~ll8ementp~~m. LoCalruI~$ ~pedllPs the'.~I' 
@. .• ;;~antiqilatedto the JipintofiUnbi8\tity ~c:ontratiic.·IOb.availablelo.cus fur ~~htevision~" Lel~ guideJifies ~ 

tion;''D1o!it fail to address reCotCis·mariagementin jtscome a J()OI fotih~reCGBlsmJnage .. by~tiblishin.· 

.;n~:4nSfi~6~~s~ siatUkS commO:il;~~;aUthot-........ ' a~:~1:'::':U:;:i;~:id:=~Cs~··. '. n '. 

<' ityict ~rdS in an elected Offlc~UDtydetks()ra .' re.cordsmanagcPlCntislaijellz a l!2echanical~llI~ . 
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. privacy ma~:also b.e~csubj~tof state ~w. ,Statewiderote.TechnolQ8y;d~t'iDed_ ··enle~ftkllmcth~of 
. ,procedural tules;'pwmulgated by'thehighestsusfe' court.. .a~ving acPtaCti~.I·puwose/··(W~1et)'em»mpus~: 

" ~,' (whkhmaybemc()Ipo~tf!dintostate:codeslare~o&' the use ofblooem'CiquiPment llnd~ures ~Ifaq~ ."' 
, specift9. adtlreSsinga:wide range of'teeordsihanage~nt.. 'complishipB: th~p~lJNtpOse. " Couit·,ystCm$, cart· 
,cQn~tnS such a.'ireportingrequ~meius. judglliOnts,' ~~te,coD5idmble $wosof J1Wneyai:quiti9g. iilin., 

'production oftransCrlprs, mOdellr.gal fotmSlretention .. , ~UipJMnt .. e~~nsive file toldem.fomlS~ bqund~S, 
e. ~d d1st'O~;dst:hed\llcs, ~d electrOnic rtCo~~ , . :mi~tOfihning e.qui,pment,. aildcont~fteu'ilteDl$~il!iS~ ",', 

, ;0 .' ,.... '. :t..oca1. nitC$atemoJespedic stiU,!'ddrcssing tho PIU'->: .ec:ononUc fJctois (tbsfl~~ts) ~.', nottho(Oualtly .. ', 
ticUlar~~()ftltetrjatc()lU1j\ftdo{feringavebictefor ow~ighed •. ,~; " "': '~8, '. '. " .J"';'~': 
estahlWling'~teCOtdSJWUiagemenfProgtain,'Among,the4 liThe' equipment. and techitolo~()f ieConJs~ .. e. 0, 

··,'~~vetc:4by l~al rul¢s aIe~~duteS'forteCo~ '""t1l1/lY or inayitofin~ol\'e mtomatiqn;o~. oft¥ ' 
..... proeessing,repo;m.g requirements.legal·.anGprocedural" , . mosfusdW tecbnjq~.·areqqitesbripk! As tlJe,s .. te~f:., '.~ l 
't'otQlS"ac~ss andsecutity,te$ponsibili~fofnlan2ge~'thc art,proarcs,,$~~~o~tjlcl~y~lof Soph~ti~ati()Jt. , . 

. ','nient~ ~ aDd 'Butboriiationof records Pl'Opa ac- . Uptbfllbtemicroflche,f9:r exalnple,offqS1nuch pt9mise. ,,;. 
~'1ivities.and retcn!ioQ.schedules.., . ' .. ' ,..'., to.cqlb"t sY8~ms)vi$hingw ~JatUnieactive epcfiles;"A 
, •. Outside org&n~atio~~ ~y .baveauthori~ .~ •. ',Ve~ '~" ..ba~ng tijs,~tt..avanlq~ov~'.filnJ. .. J<aete(*y,$~ittS,(.V ..... 
q.intere$( ill counreconts. Forexrunplc.son'lt' J.W1sdictionJ > .' Ap~ndbt'B)~~~dJJldU~.1ild .ftOtico:l'nl" 

, .'.~ . ..er~uitedwsubmiUists 'oft¢cOtds scbtduI~"f()r dUCtioD ~ are ':benelititl"iDa!lY' juril(ijcd~.Ot(\e~ 
d~ttUctionto~ol'ds commis$ionsor aTChWal agencies ~bnOl,~at adv~~witbreCOrda mu .... t.u.; 

. .})efote des~ctiOJt .(,lan ~ep1aCe. Att()1"(leys <1enew ,catio~ inqudt\;telt~tiJlJ 'Yf~t.fiIiJ1J .'i~ms, and' 
. °decisio~ •. $ta~,.ari:bives:directlves,~r·Qtherex~tiv~ -1;'epr«iuctitm ·eqWpment.~" ;SvatUlltiort . aw.,ii- .rp..., 

.'brapchci>ntrols mayoompete io(:infi~nce on'co~ ~~ .. ·clJuiprnent 11&0 ",and 'laytJQt ~ <lterIcl~. 'po ~iJt .~ ..... "'6 

, :9nbmanag~~ent"but ofte~ stK:b~t1'ves' do.not.applY,eollte1tof a ~(Jrifs'DIan8I~meJlutud.Y; 'I): .... ..•..... ..' 
to~ ~oBisbecaU$ef~dthedoemncQf;~esepataijQn.. .:7~'''IfIb~~onJy~~applicatioM~oR~otdI,'1''·_ ".' '. 
otpowersP~. ~.~pende~t~~llpf'$Q~~n~: .; ''Pn;tvide.·~~ .. u~«-ciata.:fQ ... ilif~on:·""" " .. ~ '?l.~ .' 
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c\. .".~"o·)'."'Ie.Ci~ .. s~riJ,~lIitcs. ~.·biw:h.~f.F"'. "'pUter.ized ... infunnatipn'$Ya~mt are'.' laVOIW4, "DIId,liae . 
:.'~n!_t.f:x.ecilUve~~do IlOt~ die ... -tbori4'WiIh ..... '. .£ .. ' :< '..'\<,. . ...., ~:i 
.~. witro*e(:~utivC~ci~. ~ Jmft.~ ~t":t.~.*~.,, ... 1(~ ~"' .. o..r~ • 
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(~"'··'·'."·~P~.·.· .. ',.' .• ~. t.:b., .•.• i.l\L .. ,· .. ·.· in ... 'fl ... '.~ •. ·.·.' .. " .. ' .. '.· .. '.~.y_!.,ilo· !.·.·.·' .. '~ti ... n.~ .. 1m ..• ~.:te.4._ die ..... ·Sc.:.h~.c;¥l.·d·.o.~ .• f ..•... , .a .w-..:a~oIIIci'~~~~~. ' 
p~ ~ D~4"'f'-' .&lJJ' __ .. ., .. ~_ UiU ""'., recoras d.~eS',of. .aUtlerical .prisitio¥i$ ~hqpJdbe"~' . . "0, .0 

;~!=:::am!~:O~=:~~tM~r::!:t == :rt!10~~:n:u~~~ti:"::=~~". 
tained inc l'eC(jnl$ is idcreasingly subjected 10 c:ompilition area is 81CC0Jds manual Whicb~~ basi~ clerical skiJ.m 

I" and evaluaUQIll " .' 'and ~_~ ~tention SQh .utes. microfilming. ,~ 
J)ata" pr~SfIinS is a bight)'" benc;ficial tabOr :s~ving cia! instructWdS. ot ~ther,,8pecifi(5 reeom mantgement 

.... eme~ tool wh~ used for a.PP~ tunctkJllS: 0 ,areas. J;.e.gal terMs can be de~ and ~py distributiOE 
JUCh ,,' indexin" ~st accpunting, and DOMe prod~ . pidelliacs presented, Tbe ree,oms manull is a gOod pface . 

'. . liOn. Sj~let., bijblY4repctitlve i:1~rical' functions lend ·to docu~nt ·tbo··Qbjeetivcsof a iCCOrdsn'ldagoJJ1Cnl·· ' 
'. ..th_lv~sto· autO.~on;Other ~.plic~nons,bowe\lcr~ ~l'rogratn •. explai,n its.cOJllpoQebts f9 courtpmonnc1f ~~ 

SucbfS'compi1teriZeddoCketini'(casepio~$ 'registers·. . de've~ollubif?tmitYin~Cotdkee.pin$p~~. . . . 'c/" 

. ofacdo~~J. momdiffil:Ult to oostjusftfybcie'luse oflhc • ., '. An· effcctive ~onnel systclp.·· tortbe ~aa"8eDlent 
· .. e"DC~ohcquitii1.and mamt$ining equipmentand the . lUlc:t"PCration of areCQrds systeDltequhts.dl'gaQizatiOn; . " 
"" onjoinltipmtioll~CO~is. ,lf~entt:ytakc:s_plac:em/? .' inth~'managerilli and clerica.peiSOnnets~~.The >, 

· '\addi~on to manual ctericaltasb rathet.than,as,.'~~' . Circuit and County Courts of OrangeCounty~F1orid8,,' . 
· a pIacejnellt.oftbem;.ra~Q:lat ¢o$tt~ ilic:reased. forexamplc1 have dev~lOpe'hn eff"tivetJi:o~;'8ystem 

CO.nputmzed~e file infonnation. fOfelu.mp!~1 ~lUlbc. by clearl~~~ningmlJbageria1and Clerical pOsidon~ and. 
,Jlvaluable managc~~t~!lour~, but ~se ~~efiies. .responsibditie:i,Bach.diYision (e.g, circult ~~Ul\,civn, 
. "are k~lin.~ltion .totbe'hm:t.~y.case 'fil~,.th()ro"gh .,. . countyceoUltcriminal) has asuper.visor ,who DlaDlig~the .0 

" c9J)Sicferation9f -anticiJ;.atcd benefitS ~ wattantedbefore . recQrds of the divis'ion andis responsible .to a Vil»atie~ c, . 

. ·hUpleme~ting sliGh Alystem. nit; same Pdncipl~applies .' DePuty ct¢tk(one,forcivit diVisions. o~ for <iri.rJllntii ' 

II' 

• b. to use QfcompUtentoptcduee:stadstiealrepoJ:tsft:q~ired , ,..diVisions) who is.in·~responsible to the elm: and biS 
.' . by the s~te' and ~$ited~ynt~agemen.t •. The bUm.cnof . Oticf))eputy.In addition, threespeclal sblff tK>sitiOliS'in' 
datAentrY'li~'Swith th¢ locattiial coUrt;therefoIe~tetum. .thcmanageQlcnt SIl'UCJUte are dedicated-to areas aft'eqting " .' " 

"'benefits fiOmUseofd~e.infonnatio.l ~ylocal and state, ···tlte ~coIdsysttnl:·~rdsmanageDlent (disposition,. Q •• 

. '! man ... ·.a&l=m.entli.bOul.dJliS. tify. the ... 1OCati. 'tyts cost. m.'· . pro. vi.d;'.. 10n.,I .• ~ ... ' .• ' '" .. ,.slo.m .. g.e)~ .. ~ .. ;ta ...... proce .. ,5 .. 5. in .. S. f. an ..... d. aeco. Wl ... · ti. Dgua .. /"/ •.. "',,, 
big tite. i~fotmaijon~ Ma.nualtaUy,shetts tbatgatherWltbin each courtdivl$lon, petSontJ.el a@ o1gani%ed~~' 

· ~ statisti(lspn mdividw.ltransactions (e.g;ftlingsand dis-mbe compatible with~otdsproeeoing funetlons, Fqf 
positions)areaninexpensivc; Sbnple altemativetcspe;. example,J~eCircuit«:Qtnt-CrimiruU Division assigns . 
o"i~ inlQwv91qme cow. .'. " ....... ' ... '. ,... positic»1~ tothefoll~wing functions: intake.cha;'png 
" .8.:M4"age1Jf~litar.d$t(Jlf$k.illssAlmQst allco'Urt~r- . (financial procedute'Sl,c~e.:filC$and @ckCting.dock,et., .' 
8()J)fielde~WitbtCiCO$ insomc capacity ~ ,ecord~~im. lng, JOlltine.~tte.-s, docketingcoqrtmatttl's~$ub~na' 

Jibagement 1$ .~f cotl~ro. to ju(lges.admmisetatcm, court .. production~ disposition. ap~lsi' aIlcifUe clerks. " 
,';:e~l'$dUidcre.tiealjlersoWlel.Studieshav~ sb,6Wl1 . "Suc«ssful nUln~ementQf cOUJ:tn!cordsdependS1.Jp()Jt' 

that fU:11y 80.;85% of :COSt$ in~ bya l'Ccatds program' the. ~ople(IpCr.ating·lUld ntallginglhes}'stem~ Sound ....•.. 'B 

, ' . aro aUribl!~le to ~rsPjlnel ana 1~ .. 20% are IlttributabJe ., policy • innovative pmcedlU'es, ·~.new equip~nt will. 
'~. equi~ntf!iupP1ies,.~d floorspllce~ ~$ }Ji~tii1der~ .' nohut()in~tiCJn1su~oun'personn~lntusl,make 
~.~.stheunportan~of$kiUsdevelopm.enunbdWhthosethem wOi't.Onc;.pwposc ofthis~t is.JO assist 1! .. 

i,' .whoma~.~otdsarRi,dIoSewh9u~e'.theJfi. ,.... > . 'ttialcourtsidtbe development of .reCords manascment 
Q ..1bcmves~ent in~~o~elspeci~ng in thertc~perSonnel ,capabUitie$,cnabling recOrds managers to 

ords~is usl!dy c:ost-'Gt!!)lle(f~al,'Althou&b th~.otds.· mUg sound,policy,dcvisf1innovlltivept'OCedures* ~- ~ 
m~ .. er~ ~ttri~CX)urts~stIuN"lerlcjdeputY elerk~.oi· "q. et}t!ipmcnt wiselY f and ~nage the JJe9ple op"rat-
~oWt ~iS~~r. ~me larser~0~ave1lupetvjso~ ing pte system. 4 ,G 0 

"~ei 4edicited (0. J»Cprd$ Ol$agement ()~tio~. ,', .. : '. .' .•. " 
F ... utl-d.-l'C¢O, ··.tdI pCrsonD!. e.l.~ndcr. dt. e.. Sl~,·.· .is.iOn ... of t1Ie D. Summary' . .' T~r. ~~ 

· c~i'4IlD~_Ybe'lSign~ ,to mi~filaPnl.fiie '.~'" cltapter bas;ptesente4:uf,)veriticw<J{td.lto.1Ut' 
· ~ .. ·J'Prvalont ~fotbetaspe<:tsor.~ord1hmanagen.tentr«:otds· man~ement bl.diseussing basiCreeold1)'PC!s, 

. plQlranl.· A"p.rticut.rlY·aoodJ" ~tbedCcticati~ of~_ona"oaJs andoo~vesof ~JdsfnlU1~emel1t, <, 

'., auks. to".llOthift&~b,Qtfile •. PQUfil~s, . .nd keepfilina · .. ana the;¢ompon~t are .. UtatOo.up~. a 'teCotdsmp- . 
iIIy,lema in ordct. .'. ....., . ' ... ',~ . . ''lgcments1steDl~1l1enelt~~tera~se$ ~e physical 
... Tt8iQina~i8m 9.~ti.rek_tJ() reconi$ tIlaI\II8C- .~nVit'Oi'lmentoftecotds~ ~$~sit1g'phys~ 'medb~ 

;,. ";'.,,~~'~"'.~ tQItJ:_~'l;<P.l), .' .. (~$itio~pndroDnat)aind;$~tnaDagement' cott-
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Gentrilf "F~IMrs~1b~r&en_~se ~.,. 

\~r_ .~' ' .. i~. suffici~nt,fo!g~etal.,9ffl~~JJ~~", '. 
'. . .' .... $C)~ cC~~,~1es. For ~tl. WIth, a rete~~on. \?' 

, ,...of less;tban$'1~$'S.otfor ~que!iqfll~cd ' ..• 
"mcoril$;tbe ]e$$elpensive!igtltweigbt mariila foldeds, "." 

>.dCQtl~FOr ~ords~pesnef:Wp, f~l~rs :~.'~ .be ...... ' 
• ,,\, 0 " • -i. '. ":- .. - , 'It... . _ -. , . _' , 

, "'~V$ly l~ded _~lyea~idlyrougll orex~n-' , '.'. ..... . ... ' 
SW~dse,'f&a <longerpenOd~aheavyW~ttQldet.is ...,,~ 

" 'cS===~~r:~t~t:~~;>;~d.·"· 
wately ~ce"as"~;\pensiv'e. '.':~,;pf?~, ,0 

Folde"'C(lPac!tj~ Pol~~: us~y~~8pacity,pf <, 

.betWeen ~{lUldl" ~. in(ijCaJedfliJi~, sCOringdnthe 
.. ·bottomofttt~,.,fQldcr~,\~~Utd n~t beUvmo.aded 

", .. '" "" " 

'.be.··YOl1d .. tbis .• • .~~~, .• ty •. x. .• ·,;. .. ~.'.·,ti.On.1fOl.~ ... ' .. ·.'.SbO., . 01 .... ,d ...... be,.us.ed .... . ~.6$!i. ft. '. 2.;Jsq.l't~ 'ssneeded, w~eoJltetlts:A!vided;vna, ClU'onologicai 
: QJ! vol 'd, -~r bls&.l1oldcr"h~md1'tf_nCes 

". ". cijtst fotdershoUl(t;~leilrly indiGa~ d1llt.other 
:7:": dmexistfot~s_c.ej\, ". . .. ' ~ .. ' .,.,' 
iof ."Ileusitlg·· .folders.; . N'~tn.lIU.Y' IalM>t. eostA~~. in· . 

.'" .. "s.lIlya,ging~eigbt foi~forteUse iJgreatertban ,. 
~~~ J~" · .. t-ot~,[f QviqJs wbicb,mieI~tbe ;~J. ~~tthe~stlf~'t • 

"". k)' ' .. ;/ ...• <-"<~.'1W. ,~<.et."-o. p. tWl.dets .. ",.do.=o~.m:. 'i.Ct.:. =~.iu.a.· ~. '., ........ ' .. Ie. us ... e. .... " 
~iUlts itt thki~files;'. 4:;5 Lutu@n.ta.~on1i1etbldet$'~jjle guides 
"stem. 'shOUld bt:' tocatecfilt~~io,pof~ fQ1derif they_to lie' '. 
~~, .' "" (O~g.dOtket, " . used·ir(-file.·.dra\V~rs.' }':(jrU$Oon. ,shelf or Jaterally .. '. 

1IJao;l¥··WI·W6$c1t~inetficie~t· ·.~~ed eq .. i,Pnt.ent"th~,tabs,sOOW(MM~. ,01\ the ~idr;~ 
_ "pe~v., ami, Cll .. ~outc;:ards'orfolderss~ould.$inU1l1dydesi&nCd~ •. ' 

.~ .. ,.regii~'of<;tctioJl$ .. ' .lAIte.lsam~for~·U1 ~~eatiOn ~t fOJdet$;' -c. 
~JlJel) .~ ) iq COJljundipn'WitJla' ,file JU1~. _file cbw~ 9t .1ves. Folder r.wls .. 

octile fUe:l)' In;, ,1hel8rpOjOb tithe lWS'e '" ,pro~dee_ollcJe.nti.ficatioo~'~fi~ fOl ... an4.IICC(\t .. - .' 
;~a~~*., ". _·"':~~1>'le~l~t.9(l,=;~:i~ abd;ffJinl~~'ood t~t cO!l~.a 
eucJIl; .. ,~~,: .'. . .. " ', .. ,' , ' b.; '" ' " mW$~~~of~typeWrl_lin~.P"ferably .~' . 

:l.::' I 

bIdlnr ~k" ,.tn.ft~tllib8.Y.m vaty in their. , ~.Press~~V'ot$e1f-adhCJinrl_ll.ealiet:. '.Y ..... 'dc~a ?;><' .. ' .,.~'·"to.,.Plytbm._duttmusJbo.mOi.ned.-Dnwer:Or .' 
' .. ·.'~.tot~a1}:: '- :'~~' ·.'~~labek~tity dielllc_werOt::fil#~elfCOfttellt,:, . o. 

. '.' ~. fia1fl'e 11}; :0" ;~, ", ',~ .'. '~(dt~typeof~Ji~Orthe~~itiOnof~'8~~k.')~ . . " f . 

"':'~,. '...... ,.( , • ~~t ()t co1Ot~~,~ ." .. .: ,Th*lI;beJi I1:tOt.ddl~wtbtfiIe lidot ~ ;y~m £Ov~., 
,:4Wi-nti_ iill.4d •• '1114 a')tot); \..> ' .. ':, '.lbe .. W.~Ci1 numericat.subl~ ~ften. ,1 ' 

,.;(;,9;,~~idr:lt\i;~~"O!,~~~);~X .•.. ... '·.,CIUded,!llT.tbkqt.elf_':Ou..,,~·._·~l .. "1, .•.... 

~.:o .. ,..~(~, tW, ~kitid)l ."\:. ,Fi/f,Uidts.siln J)OStilthat t~,~ <t~t t4.Jhe' ,.' 
, '. ·· .. ,'~~lvely .. Y'Mfm:t~Vy 10t c_. " ptOpet~intbcfilcdnlWCf(tf#elfWhtreUlltt.tWil. ' .. ". /) 

o ~"""""bIdky'c_rftlea':_JlIl~ 8!ed.~ywei&hta,.izes, .4styk$ofgUicJej:_ 
~ ",' . c',. • . . ~'.' . ." i'.. . . , _.~. . . .' 
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.'.n.,~e~,tifing·~1li,PIne.nU$e$ ti~~~. . tiOn~c:O~~/to w • .u~JG.aiv~_,· 
c ...... ' c'cienJlft''C~' .... ; ',>' ... -~:" •... '.: .• ~~ ·peiiOda·eyel)tOa1l)".inteifatc4 Wpm- rel'4O".I::(o . 

. ~dJepubli~~i$bltX:kcd()~nnmto~tional_.'mOt¢relftO~~itQ,..if_exia., nO$holtfCeQt~ ,;)~" 
. ·.WiUtail ...... s~ JsiqCfot.:publicUse'Qfm:o~X9utoffl~·sl*cc/jt$.y··be pre,f_bl~·~~to .. aue 
'4ter1tisil~y .to,$upetvise~~aJinc~iDg· '~*'tlyq(osed~ fiJ~t, ~UoWi~ cl~~_to~ . 
" ·~olds&:Curltyy· . .. \' '. .cumul.tc;jnthe.~ye1ilhtationuntil~t;I4e&tof.e 

.'~\i"'.le&pt.1tt .• '~~:moDl t~~In;~fc m:Ords~e~~~y'~tive .lPd'~11 be ll~ve~~ 
orgaruzation $ld 8eCl4rity.,·· ..... ." ... , Jong-term stol'll!m Jl ~rdscentet. . ':. \( 

.... 3,.RemoV41.·t>.finactive·record$~ro i~crease;. the !\<. . ', 

~untQf~. office s~ce aVailabtefoJ.:.acqve~ase . Do. S~n.m~.N .... ', . " . . . .. .. . . . 
fileSandothel'tec6rds,' ,inactive caSe. tiles:. should be -~ 

0.. ,'PeriOdically ~mOvc4;,t.Oa lOcation.: QUtsi~~aert's' .•. 'An~Quglt this~eetionb8strcat~~ ~li~ spa~Pl~Ullol~' 
,offi¢e.A$··$e·ta'fiofrefem41Q~ltfSd':(te.sbVer : fil .. .," "··elf. tai cd to' it"" irtatlt to , '. , .•.. ,' ... ' .......•........... ~., .i\,;' .,~.~y~m.aas.a~ .~Qnn •. PlC, jJ~ ....... , 

,. lime,thec;:~nven~nce Of8C£CSs ~to~these~rdS may' ,0 no~·tbat.tecotds s1stem$pa~pJaJ:m~'iS~tq.Uy con... 6 
. 

'. . r. .dtcte8$eprt).POrtt0n~ly;heitce. theiem.o:vat'of.irAactiv(f4QPt.~in,4te ¢o~text ofspa~pl_gfor alla.peels or 
I«o~ .. tore~teJocatiOtls. "'ill·ttotsi~~lUltl>1nCltase.CIerk~$ of6~o~tions. File'systems work in. conJune.. . . 
,pe~()JlQeltidle ,requited !pl'~rd~~tneval~ ~clW~e ,,~n wi~~ tlt~ct()ta(oper.tion of t.hcClerkts o~~~4 ~:' 

. :rem(l~!y~Cated ~ateacceSsedinftequ~~tIy ~20 . ...• . men-space pIansshou1drefteCt th~compteb~li$ivon~d8 
'; A niajol"(lefiDitional prQbl~tn i.n.tr11l! .courts isthaf of of tbu;.officc<'o 

;"1, . ,=,:,.,,'~ .: ...•• . '...", ' ...•.. '", 
.~ •. ' . id~ntifyin8: wh~~8$es are active 1m~t which.areinac- " Someadditionat9ueS~llS;must be'conside~~Unplan~ 
, ' .' tive~ LegalimpOit andap.,eJlabrrev';C!w lea4sbme Co. . njngthO specj~cioeati(msi"of' ~,statiOns)VithitL'" .... 

~"P ;-; intO- maintuni1lg lIJlcase filestO~etber;resa:nne$sof'the .. '.' .offi~ ... Wlteresh()uld tbeCoplillgequi~efit btt~ ..... , 
~ .. " . time su.ce tbe case w$dispOsed at the tr1Mco~l~vel. . ..' in tebttionto tho file statiOUSi work statioll$tandpibUcf';." ~ . 
l~: '~ As ilie'~cont;leJ.ltof penodic. disposition and disposaJ; of' Where $ll6uldthe .j~de"es be. located IiO thatdlOy ..: 
'[t 0 :.case filesgaiils gteatel'accelltance.(a'sQf,ten itm~st, due~essible. tostai'fand:put>Uc useJ$?Wl\atpori!qnsof tbe .... 

~~;;l .' ·.~fit:.'~.:Wes".~.C.k." •. ~,:l~! .. ,.s.~ .... e~~.: .... !t.·. a:~:.~1~;:~.in. ·:U.J .. ,:'~e~:. t:· .· .• :n~~:::~~~t:::n~:t:~~~=::~':,o. 
'(., 11 ~~ . . hestina, and ~Jing? 1llt1mual!t~aC~l)ftlies~ q\leatio~ t'·, ':OJ1tr~iuel!~~~d¢aJt w~thby tije l'<zcpros manager. ..will have«fiffetentansw~ iii s~lIic~ftc:ums.ces).·· 
(~ ,),':',' iSW4~erto, ~~arate tbe<fites,of recen~y ~lose4,~s~" ~e plonnWgmustm~gratealttelcvan~f~olJ into an 
r?1, CO .into,~!rito~~ ,fiIes~~on.Rece~t1y.closed'ca$esfalHrito, optima!1ay6ut of ~tds int~ Clerk's of&e. ' , . ," 
;-=:~' ~··.y,:\·.~"··nu4~i}gt(lund~.·~wee~,~pencase~.,an~ .cll!~.thaf .',In this. Qhap~,nx:oIds.~Mgetnentis $~J18$ tequit-
;·:'!.·~"·:;<:-Mv~ beClllclqsoo forsollWtime. and,are unquestionably . '. blganap~~on ~or.th, .plD'sical, Cnvir9ntneiltof'Jhe ...• 

'eligiblcforJoDg .. teim~torage ina·r,ec~centct(,s~p.teCords. system.l>Oth~JheCOlJlPl$itioJl'andfo~~ q( 
ti).Inactive 1iIcstaJionstnay be lOcated,~ a fJtotage~ 'individliJrecoJdsanftthc '~'P1anllini c:onside~QN... c'). 

, ,,' butsidetbeClcrk·8officeb1)t.$tilLjnorJi~:thC;lcourt-. for recotdSin the a8iJ'Ci.to.'lntJleJlutebaptef ••• '.. {) 
1iouse,obousingrtcotdS~tyet ina.c~v~.~nollgb~rlong..,.· pdnciPles and~JUriq~¢sofm:o,!.'4j maa,aacm¢nttrepU{ 
tennstotagebuttoojnfreque~UytefeIinced~o be'keptin· to WOrle: i,nthe ~oote;dof. methQdolo8f (ot·sJll(lyln •• ' 
pritDaQ: derk's office ~paco. .' ','. .' '\, c reconts system.·",loJiovAtive. colirt,1t!Xlrds ma,naa~J 
, , Aitb,9pJh separating recently closed case .. ~.<)an m.tPto~~" techniqu~~ Of little. v.al,Jd, ~u.ess courts we wiUiil u. . ""'. 

'. spaceeffl.eieruw, it does require an additional procedurM\ ',undertakc"the manage~Dt effort teq\lUed,tOc,evaluate. 
: step itl:perfotnUng thes~gre8atioij'andcrea.~<theaddi"h~dimptoYe tbe.~~ S~$tem:~'c', -, C 

, '.;.". ""J" .' ... 0 (!I':" ..... ::." ::,:' .';" ',.- .//' -:.: "," _ .::: '.:"', ' . 
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#." Th. Cont.xt of the Record. System Study: •. ' )bang,,~·.Tb~.l'~~~an~~t,~)tl'tOjecfsthe':c,. 
% 1h. Monq.-nt "... " 'tnartase~in~eac\f.~~of:lllis t'~iJl. ~Ss~Tlle : ~ 
" 0" 1b~~. of ilnproVtng ll(,.outt l'eCoidssysteJltois a ' 'pteCedidg ~vaIuQtiOt1 Qf"the ~ori:lssysteniwiU"ltilve ',.' 

"multit.tep .endeaVQtf fequirlngasy&*-"(,itic ·apptoac!tW., . identifi~·.~jS '.that,Ui:4 " to: ~.· .• i$ddres$ed;,,·'s~ific.. . 
· .··.thecban.e ~fu!wb~h inv~lVfta 'nUfuber of mall;' ',.. ~hans~itjiti~e,lU'eaS~n, p_e4at.tbis stage. Planning ',. 

" ~ .. emeJltDtti~lti~: rcsearcUjcboJdjnftJiQn, . plantlio8~ al(~tbv~rnefit'~~~; is aI1~JIl'IrtunitY,tC)~lic)t," .,"' 
'~valuation;de¢islo.n\.maliing;. i1~ao~atiOn. UltPleinenta~ ...... $ugge!tiOQS fjf~idssy&1em usersreg~Dg,thesem-ob .. , 
tiootandmonitoring. AtiJOrough$tudyofthetri,al~ lClwk .0" ,:.i>',"';,.. .',' .... ':.. ' 

· ~RlIlr,ystetn initiates the improvcn)eDt' procesS, pro~ '.Al~nuiti~¢:$Oluti9BstQ 'pro.blemsl>eCome .,~nt ' 
o vidiDg .. struc~d approaclBo imptQ'/cd sceotds ttuUl..durlng the study;'however,exposritew a fu11ran~ (if" '., 
'.ment. .'. ..... .. ' , • . . ,....., .. ' '" '" .'. 'illt.emut1ve8may r«J.Wte researcbouplde the 10cat cOpIt 

'.' The.~ids sy*mig1p,ro.ve~ntProcess tnay.iJe 'cOJ;l~" ".ctWitomnent. (e.g'.·. teclfuicalassisbui~ •. visitiitg, .olher 
.. ~~tUatiZedas a series 'oractivjti~f~en byma....courts). D~g~e,study. dis~ssionasiothebest'!.1tt~r~ .. '.' 
· aae01el'it. 11te ,nine pbasesQt the. p~iaplayed\ill ritltive to a given problem maY '(:Osue;follqwed b1nnaI " 
.c.fi1utcJ 14 ~~upcdintoth1ee level$: bestab1ishin~,' ;,deeisi9n-makiugin the. planning. ()I.n~1mp~ove;., ' 
,,'()I}) ~ o~j!'Ctlves; 2) planningariimpnwemenfpro'! . m.I'nts.'Ute swdy te$should~c~~ howeve~~ Jlot,;·· 

,.' :~'~ and. 3) if1)ple~nting Odmi'llasing~hanie.The to1mnunitth@:conltto ~~icUI~oo~eM'acti()n until ' 
,~ntsntanllgetnentstudydireCtly engagcstheJimttwo ,~altetnativ@3iU:e ccinsldered.;'Jlleact,of studybigpte... . ........... . 
lev(:laot.tbept«es.s. goal-$ettmgan4 Pf9gnunpJatming~ .teCo~syg~mwill belp prepai'eth~ coUrtenvlrO-'nt, 
~d.y$the ~dwo*foftllethin,tlevel,;impleme"-' for l:Qmmo changes soJbat imPlelnl'ntation(e1tec;utins~ . 
don.' 0 .. ' ':" ';, .'. ..... • ...... •...... . '.' ...... .' . evatuapng.mld inl)difyin~lmay pJWeCdwithminlmal 

".';' oh:,~Jabllshl"g goa/, emd obJeciives.Theesfablish-, resistance~:aridntaximum~fiectivcneSs, '0 •. ' " .' 

, ' .. menlQfgoaltland Objectives fortetorcismin.rnent is" . A!dajot fun~tio~ofthe:recotds man3gement stUdy js 
depiCtediD'Fj~14~.f?ur,sftJ)p~$~. IrfoondliC\- .. ,to i(Jenat'y altenl~tivereoo~ndati0Ilsteach bavmsa 
iDl~(I~1lI&ll1iJI.emen.,s ..... dy, ,th~ tecor4ftnlIlaget. diffetent'implcmentatioit .plliA; . ,flOl; . ejample. '. in .'. 'an 
.~a~(four~lISt'$of thiS 8oabsettilJg~ssqjc : eXl#ustiY4' st\ldfofjudicitd reCo~.· ,mlUlagementm 

- .':'t 

", .. 
'~Xistil'''''re«lrds system iii docfunwnte.d and,utldetitOOO; .' QiyabOp Co\UltyJ:.O~io (Cle\'eland)~·sevenimplemellta .... 
thc1J~yp~ssprovidCi:inf()rull( fot s~kU).~pUt'M~"altemativesworepreSentedt()deahvith~e'taDgeOf' .:; 

...•. f~D)toun. . ... pe. rsonnel' and otbcr ~~ms\lS~;. th~ineeds . ; tee .... 0. mmeJidati~$ set~.o.rth"m'thestudy~ Th~ .• IJftcertain.* ,. ty •. '.' .' ~.':~ 
····~ftbOiystetnatt, teCtlgtiiz~(ibys~lig~Qmp~hc:iisive '" Of.rc,soUf¢CavailabilityAind()theriaCtots affectitlgthe \ .• '~ .•• ~.'~ . 
··.~s; andobj~ti\le$;. 4Uld evaluationdunng the~tudy feasibility ()falteinativt sollluonSled ~e$tudY ~anttd . ,~,,~ 

idCntifi. u(i prioritizes problenlS anduntnetob,j~ves.p~sent,a Dipnberof apprttacbe3'~~g ihe~act 0(; 
· <Tberc!l~band evatu_tion attbintageihoutd ~8tdt ,eru:l1;~ludPt' :aselcction6f~ prerened,approlcb,~ . .. 
,iii Ul~ ~ilUt!ri8.otalD"'qement plan;inth¢t()f!n.~f . ~Cfpo.rti~~rth~stQdy in~pciligJmplemeJitation, \ 
IO;dsPd wJCQuves.'J'be.Multnomah.eoUDt)' pttC.Ult .mteJnati\'~ap~ IISAppendiXO~ > .. ' ...... .... ,',~ 

.

Co. ..urt ..... (Po ...•.......... rt1and ..... , .. ' .. ' •.... ote .. . ' .... B ..... on ..• ~ ... ~.fO ... MX ... : ..... amp .....•..... 1. e. , .. ,(:.0. DB ... trtt.' .... C .• ted .. <u ... '5 •. ~.t ..... '................. '. , ••... Ii. MP.'. ' .. l .. erM ... "'. 11 . .. ti.' 'n .. 8. a., .... nd .......... ma. M.' .... 8.' .•. "' ..... 8 .. .. C.hq. ............ ns .... ~'* Th.' .... e .. rcc ........... 0 .. tela •.. . iI ... ' ... · .. · .... ......... ' .... '.'. I.i ' ..... :, .f;)f aoalsuthefC$~ltJ)f a te®11l$man~emefjt$,tudY\:~ ~~ementstu.dy:is invaluableins~ttin&th~stas~for" .)0" 
··.Ihdr. c~'Tbebtne. so~co\'et a nuni;betof leeordS:lbts ~levet oftlfe,improvement p.roct$s~ imp~e~D:1j. . . '. 0 .' .... .-

. . . miPGg~~ntco.nenf$Ud fOmPm.e~~eleme~.of,tion. but~Uttot'initselfbringlh~"t;l,Bxeciltion oft11V' .. 
'., _ ... tka~.. dteC .. O~ ... " .... nan ........ ag.. e. Pte. ntsy.stePl.'l.'. n l4.ulbl

O
mab. " man ..... -aeme.,.: .' .n. ~ ... ".lan .... "i'Cq .. : .. u.ireB.' .~e .. iill.ti. _. five.". f .. ,.co .. ,.urt .. ". ma.l~.· " .,.' '. ' . /Co1JJrt)tf (soo Appendbt '~" . " '. . .. ' ........ '." geq respogsijJle, for .·.~records system. 'Aftcr~ '. . 

,: ': 2.P/atul;"g an Imp1(lveme.it(,program. ThiS l~vehlf . changeS . arC . iltiptemented.,n1aDaIi _ntrespoltSiBiJity ... ' .' 0' 

thei"tox~mel1t~Ss'9oltsists ofiden~galtetna~c}mtinueJ .~th~iiionitonngt eV~Wl~g.~m~ca- :'" 
tlvetOlUWlDJ'W pri()ri~. ptoblems.&x:idingupon a .~Qn ofpqnCid ~d~~;Sll~sin.iDJ.Plementins 
.~of~, and,..,~tho.e(n~tteJlw.~mentfot\andsupervisin, news)"$tems:,jl .,nclenton adequ.ate 

.. 3J" 

. ~ 0 



,~ .t:.' 

\1: .•. 

'~:; c.~~r:il!!C~=~~:!t;:;~onned)~,:, ~~ .' .=:~~U~=~i:!l:~~m:~:~~:J::'t: . 
. '. ·:~~d~lOr.~'~!;~.~~~~ ••. ~;:inl~:::::~;:: . 

,.,,'Th~ ~maind~9ftbw (;hap~p~n1S. g\ddeiines -fer ~.~;C~r~or~1U1: A.dnili:lltJratotsl1OUlctpJ~ltbe_f .... 
,.;c~ndllC~Bdte>reCotdS~~~ntstl1dy~ '1'he;~tu~yli teamt'ffort.'~4ePu..,clcrksbf chl1le of '~~h.' 0 

Jl~bep ~th'the~9msJnVcntOlJ~a~ebi~lef(Jr, , ... "attivilf~p,it~!~~yU,c~~~~.: .. Juv~nitef .~.~....... .; 
, , .,' ,gatherUlgan4ev~ua~gh(brmationoritb¢~~ rcc- ;:S,hoUldbeasaiallecl~l¥Cifi~ ~".~!tof,tltdr~.i;\; 

utds~$~ •• FOUQwing the inventorY ;,guidt.lin~'l ~;I!,·tive~as.ln l..-.r CCUri~i;'tltep,riuc1paI.".t.to-_:' , 
" Q(fc~~fof tJtee\'.a}tiauQ,t} ~(1ivr. tnajor~~~Inatias~' , Q>q,rt Cl~,?r$t)JneOP! W1~'Y.".~~-i~~~-' 
" ,mellt-Jreas:rormtJlianlg~t. pjIe~ow~"~ 'b'fQroupd,gn1!e,81~nthe~slbllhf fotQle ttudJ' 
~~~r'eI!uipInent~d~~ppli~,1t~on~~~posi~on;., ,,~\IQse., JhCf,~ ~·.~.;Rea~of "~ 
"an«ttdcl'Oft~g.: .' .' . '.' :';"..'. ·~nducts.,tb~5t'Jdy,ttW1UilOtproduc:eltie_ •• Ull' 

·1,~tiOJ1e:pft~e$tJI!ly~Iup-epiriDJ'fortbe~~a.y~the ....... wi~t~p full ~~ni:j~andu .... of. ., 
·.re«>~·IUana&~~1rt~t:c~s~jtJ~'If.te4~, .th~:a~~add'~"~~';J~~:.u."a.kJ.... .' 

'-.:- .. : 

; : ,Small $eg~$Qf a~~fC~activitf ortf)<williD,t~Q" ~ -a,ttentiC)Qt;()the itu4y;.it __ < . 

".. '. ," : i~hUedtlfb' in>the,sys_;~s1Udy 'WlUhiYb limite4 'Ji~proIpe,c.tof.u**,.,' ". .., ,,":;,; .' '. ' •. ' ", 
..•.. : .. ' ,resUlt$; Siq,l, llXl~.fOt~'~:'tbroneQt"two:, ,>3;'~A:~"illdtlll$tudyNdrmf?~'1t1lO~t n' 

...•.. ·,:~rptQbletn&,~b1)',~·JI()~provi.tllC ~~., ... " ·tUne ~Wi~e.a ~,.-.. ~r."i .. Trial 
···slv~tu recDidssy~~Pl de.fic~ies.Plece_a1.Ms .. ry .. ',: cocutaJl'e idmostatWtl'B ""'1, lid iflhe ,tUclyJalUt'Ofl ' . 

. '~;~ivecl end .1;lltedt __ ~.~u1t.l,o.coor",iOn·, ·'ubtilCo~~18~W'~;itmtY .• "be .. ~.. ; 
c' . >~,Jess #ffici~n~~1I~IY8lC~"(,' '(. Tbesbld)l~~Jlot~ •• lde·M,fJl4~~~~:, 

AstQdy'of"'~ lys~1ft is ~ eXi:ellont~ot ..... ·· .. tffort;. 'JJ*;Uic WOli.pJaq ,.bOutd be,.!e~ .... 
~irwJna'1~'~~Oftb!~~~~.~~n,!s~t~$~,:~Ie~~~iped·'1',,' ~.>:: . ,," 

~, ': . ~. ,'" 
+ ' b 
••• , •• 1 
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0':, "0 .' p ,;" .; ",,";r~ ... ' ~. "6. ' ,0"",;",,;, ; 
", . '4.dpft'liltllnar1iia8IWIu. 'A blJbly!.~.h';' "'. onb FW! .. e~ftt ?tud,~Md is .~~ its t!l~! crU;(;~ ~, 
9~ tI~d itlJQ.~e~t~y'i'Jt r ... ~i,l"UY ,Or pb~.''l11ee'l.l~~ teJm. ~forthe~entOiy 
"di~fdC jtua~~·~·~~bi! .. t,imqc~ecl, ~Y: bein, tamiU~ .w~th legall~~~ ~'"olher ~ 
:',f~ l1~~~i~~Sur;veyr~andi$.aung,<mo~"" ." ,.4ukemen1S' qpJauung tecOrdk~~!,ptJf,c."~s~ ~i(e.. ": " 

, ...... '''fy/~~-1h~~~'o d\UiG. w.hkh.~Ms~vo~~"", .'~ ·•· •.. 'j~~~ .. ~at~~discu~·~~~Ud~ilnfte~fjof:,. ,., ••... ,' 
j ; .. ~ .. ".' .. atioft. '. ' ..•. fe .. w ... ~ .. llqv.e.· ., .. ·.I.U.)I11 .... _. '.' . :8. S'." ,.en ... ii .... '.ll .. JU ... temmtati.' ... ', .. '" ,.Q .... n~~ ..... the.: .. lnven .. : ... to .. 'ry ... :lb.e:.ob .. ti~v ... 0. O .. f.a .. '~ ...... nts ..... Jilv ... ,emn .•. tY .... jJ .. :.~,.:,. ," • , ....... ' '.' " ...... ,. ""',,' f" . '.' .... .,L. . ., .... L~, -.;,"', . ~ .. ' .. 41. ....... Jl..a'.... ... fr ...... aboutthe ' .• 'V$tem not. ,,",,,, __ ,ptesetJt. '«U$O ,~o~~ ~uog5.~JurlO~g~"" .. ~~ev~."" -"'",/ ""1eCQ .. 1; , .;:- .'.: 

,', .·'_oni:.~'iSioft·p,Wbten'l$l·.,,~~ •... ~ciCncie,s.···· ·,·~Jy~countfitm,g ~ crtomeasutC·tbec~qten\ 
,'Ib~.~i isheiptul~n,p~I!$lJI,t~ ,~of~e~ 'of fiJe'1Inlw~;c:o~uttil1l ~ inYc!IlWrytotntlUUl'e the 

, "",,~i'baii~,~ment 'tuAAm.p~iSt)'IlIg,te1lli$~wo~ "C\lbi~ or linear feet ,ohecotdSin~:CQurt·$~stda!~. 
pWt. ~io~don&ath~~ iitt~~~!CU~JJiagllosi#:' pIrivlde t!sefu1infotmation,buttb~VOlt#neohecor~i,a,," / .... ' 
wm~b'cJ~Yal~iibl$' inla)'in.out the;;tepsfOi't1te;Jtudy' .(}idy'a~~l~~ u~Jed tG'Cll~<L~:-~~ " .~~.tect"c~ ';:.>'·<)ii~. ', ..•.... ' ",." i~~s~teiJl. m'thecQw:se;9f'1heinvenrory~'the' .' " 

~.~ ~-~~~~:~~~~~~. . 
'~Wdy!s$,~~U$$;;t;m'pl,01~~l,JIu$~bc?n~~e11 in~~.;, . '. A:volwne ~lW.tiibf <:outt'reed~ is US¢f"'tQth~"" c. 

v~ that a'~rNdY iJt~fbem.~*.:v.:~en it.w~fi·$~,¥4~i'eco~ nllUlaJCf anD ~J>e.iba~ bfa"lJ1Iltb~tical, . 
i' .:wbytlc.i$ be~pg40n,e.Th~J~stl~otmatiOn will <:O~ .COplputationttsing . ~ubic·· .. feet, lliiearfee~. and.,9tber·· 

~ ': .• ~=~!~i::~e:~:;~'~::;~!:ers~;:.,., ... :r;:~:~;tl:;~=~t~:;~~:~~e:l~" 
'. tho obl~ivcs of the study: tl(C, fa, l'educe or elinunate ipCJi.JeJal.sitC'sbelf·~ftle~ldS'.l~~.~nbiCo~tof rec .. o~

what is found: to be unnece~sai~\Dt,duplli1ative. which', :otds.Da~·.~a.wdethe ,~dyte~.iniDa1dDg"V'Ql~ 
.' ,may ·res,Wf.Jnbettet: \vo~g~Wlclitio,n~~' ,Ail stu4i~ '.counts is'2ih~wnin'table 3. The'Ji}mtbet, ofc~~ic:feef of'<;'~,~ '0 

.,(:.e* m ItfuospbeteOf concem:;.tUJd facls lnaybe'wUh"'<fCC()rd!> ~nhand isuse$Ulwbende~etillining$tiv~ teCor¢" ,:'< .~ 
her~(~fe~tbat!h~in.ron1lGti()n:\V$llteil~,~,~JifaV~rablY , . sPace iequiremeJil$~ ,annual ~~'~tf$~~na.st9tage' 

'. .~thei~yid~al~htJ~ce •• Ci'))mmUtllcauonpnorto,t¢quiremen1s~ , _ .. " .. '. . ' .. ,,)/.:': , . .., ....... . 
tie.,irmbllibestudy can .n~via~me&efeatS. ..' '; .'...... ,0 The uttimategoat',oftbe inv.~tm:yh to'provi4Ctbe. ; 
'. '6,' HelpJuthlllJts.'pt~ obj~vp1of tI.t~ tecOntsman: .. 'studyteatn:not o!l1y Witb:"olume.~~sbut.,monr~"· 

," "f!ment~4)t'" to ;satl\etinformation:attd, t9 identif)' ..... ' O~twith a4cscripij,on Ofthe~ssys4W ·i~lf~ 
pxob!emn~sardingpoUQYt ~ure.s,oodpcopl~ lnthe,its. .ttason fOtbeiDg;il$'~ysi~~uPtitS stb~e .. 

. ' ~,." '. teeordSsyslem, Afewhelpful binfS~, wp~k¢Cping}ri:~apacity ,.ttdthe interaction ,of.t#o~·.~ tile .~Oplo. '. '. '. 

. " 

'. ' .. ~ " .. ·c "0" •... .' .::. ·.....'wl\9 usethem.Tbe v~ety ofinfotnllliiop gteanCdfrolll " 
.... ~ ...... ~owin adv~. what you '.~ lookingfoi.Thc' tb~ kindC)f an invellto~,~m.val~le-tO thdClerk. "o~' .. 

'genetal l,uotmltion, '1btained ~Urin8, the JnitW ,.pro'ridiDgforthe fintti.adoC\Jmenred descriptiot1~of. ..'., .'. 
!walkchro~8b:is useful in determining l~~ scope. 'Of .···.tho·na~()fthe$Y$temaD(la"bi$il;;f6l'que,$~onbtg ~ ......... . 
,infonnati~ to be Sath~r:ecJ dUriltg tflo m.'~en~; . .' ... tility anc:leff~.tive~sofc~ aSpeCts 9f the l'CCotd$ . '. 

'. ~fII1ationstv~ndtUingintenri~ws lna)'~ p~sses ·system.\' '. . .•.. ". .... 
cor~~~ •• tiortsJath~rfh.anPreci$ell' '~~te" ····Z.!1ow'to prd~ed.~llec~fig inrOlnwionon eich '. > . 

~' .".' ~Ulrtn8 !?Uow .. u~'venftcation.. ..' .... .'. .. ..~ .. ,lytle"f Mcont~~r·'recQrds.serles~\iiJ,bestdonew!tb~(~d=~' .. 
. !,L~o ~~:.,,~alUableibfol'llllltiOJlmax ~ ~thhf}ld.b¢cause the '. ",1nvelltOl¥ J'!n'!l':~~PJ!e~.:JtiJ;'3Jl$X~.bt~1Uc;h~~'·7"."."'=~~ 
~'<,\~, .' -'l'JOpIO~(d!t~t$UR)::~t'\hc-fao":OMS~fe.r\ll' Of - ; ro~it. e,50wd be~edt. howevet.to.~t llidi" '.' .' " 
"~":~~"Li~ti~t!ng.poorlYOn-bJSo~~e~\VQst· ' .. '. ,. .... ,.i \lidualiufotrilltion ~uh'e~nfS/lbe ~nunendecl~. 

'. (,i'; ".:'1'hetnl~.,iC~~y ~ di~t()rted; often 1h~ unusual •.. ' 0,. inventolyptoeed~ ~'l\()f a coun~ ana '~x.wna1iQn 
.. ···..·t...,~:,o~ w.matic t~ldenta are~sen~ll1Swad pf ,of"'e eoote~t ofevesr 1iJefol_t~t jlreYi~w'Ofthe 

.' . ···4a)"~tc+'e.lpenen~ •. ',.' , ... ",. " . ~~ ... "".. . oollttlnt-1)fu ftwas tenrecOl1;k'selectec1at rindPm ill 
.,J)On()tn1ak~c~nUni_ntiorrecotntnend.ti~llSfOr,eoobserles •. >· '" .~' '~,,;": .... . ..•.•..... . .... ,i~. 

" . CQUfS~~of . l'bi$jsnoo~tinle to sell ideas, Q . . The next s .. iJ...to .~diiie what kinds of ~ords 
, but. tUM to ,.~lQy~ ide_ .... ". .··WiU~ inventoried'a04'now" 'titc$~~btdste!ateto #Ctl '" 0 

. C.' .~--. "IMlna.'t.h"S.·.t~ .. ;..1IM'·".'R .... I. nv.~.:' ...• o.1.~~ .. 'R.·ecprds.~·.CU.$~)',i~. ntUied.· •· ..• Js .. ·.,·~rds ..• · .•• 
. .....~ ~ .J! ",' > .... "'. . '.' . .'" ',' sene~u.n.e~~fi~;fot"~lo,isa~\\ 

~ ."" .• ~,; •..•... .~. '. ..···."'~'i; .q" .·'$erl~ •• are~ fi~$1~bie~,fee#sisteri*ctc~,o 
'JiSCDpI'oftht iJiv:tnIQry)Vq,ume4iUttQ!lte:"'~'~ .1'hecoli., 4 each ~$~d be tl\QrQuablyde

'. ,· ... hl~ontoJy(Qusl("~'themi\jahy~rn:~·~~ (/"~d:J)Jl ~e .iJlv~~.f9On~'~cr ~~. leCotd', . 

.. '",'" ~~'~:;;)"":}'" ';:: '., _.0' ": ~r""": .;: .. :.:.': ........ v, ' •... :',.'.' 
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. 'A~e"'DIX.~.a:oRMs:PESIGN . 
• ;Well~designedfouns:o~ which. to minmhtt~dJeCctciconnnllnic~tionS ,are ~SO~: ..... . 

.1utClyes.sendal't(, effic!encY~ ~den~ liri·'any~unsys~JJ!. *t :;"F9Jmsdesigntefersto .' , .'. 
tba.tphas~of qlluiagemeut skill'w~ich,~Uke~theuse~ofdeslgu'expertiseand other ' .. 

'. .,.... spe,ciaIreso~eSandsemcespecessliri toprovidetb~eOUttwith pnintedfQl1JlS meeting. 
: '. 'coun $timdatds.%S ,.he.tec~J:d$iriv.eQtQIY stUdytem, W$~US$~din Chapterr lyuses ~t:" 

tel:lmical knowl~d~ otforms desi8nlo~valUIlfe 1hefotms·used~ythe court. They may . 
la~participa~,in~he.deslgl1Dtretk:signof,Jo~." .'. ...... . ..... '. '.' '.' . "i ..... . 

...•. '.,. lJr9perdesignistheoutgroWtho[fos:M$anatysis~'nte~~i8n~rfirstdetemililes the ' . 
. needs . of the~nsusingthefonn',betQre dedfling onw~atinfomiationt~Jnco1pt)tate 

:. ·Ipld.bowbest to ~ i~~ Consideration ~it.()~dbe:Biven to dt~ time i(~e.stocomplete . 
;fhe f()rM llfidthe ,usefllhiessof theiQfutm~Qn gathered. ..,."'" . . .' .. ' 

'.' .:Tbecoiillsti:U~tioIlof f0itus sh~d a~efe ~ conimoll .. sense~sjgn staridards~ ',', 
. 1 .. sinwlli;ityaud ~ficiencyofconipleUon; '. ". . =- '2 VI"S' '!'bI'1!ro ; .. : ..... a>'l:~(, ·fiu ....... ~ .. d._...:~.~_i •. ~ .... "c.,: .. -~~ ..... 

c· "'.... .. ~'"'.1 Ala. ~."'" ~.o_t.._--=~~~a.WiU;:i~:Y~, 

, , 3.ac£-«wta.biiity~b'fappe_ce; and,." . . . . 
. ~. _~>~~econ9ntYin P1Vduc~()n.. .... . '. '....,. " . ". .••.. .' " .. '."'; 

... - . " .~e$equ~n,ceofite1Tl$t()~.~?mplek}d~hauld bcf£:,!9S!~and the~olJP.tofwrlting:c· 
, nun~zt:d~TheJayout ~bould facdifa,wc()ntilluousexecuuon ofentryWtth dat~ requests 

@OlWed logicanyandptopedyaU~ed.OVerall~ tb~ layout i~o:tlldachitvea gOQd visual. , 

.e~~~ 'fO~ ~an·'be:·divi~.into ·two·CQ~pon~tlts! f$:Uitative ~formation·'al1d·. W()rki~.· 
.. area; ... Fac.·IJitatiVein.formanon,re. f'efil.to ti.tles., " ca. PtiOJlS~i~ttU ... c.ti.on$~i~.' ti1i .. ~ ~.' lion oum ...... 

bet$,andoiher'such designer~origin.titecfiriformatioa~ The woiking'm:eais that partot ttie ' .. 
0formwhe~int'()rmatioJlftomthef<>rrns~seriscaptUted",i' '.' ".' .. '..", '.' ,... .' 
.•.. 'P~ilitativemtoml!ltionJaY$~utttwoveralldesjgn.;offtbe fonn;Sin~~~ch oNtis,.' .. 
. ' plaCe~,pntheperipbery of Utefonn;~5~ itisnbt\Vh*'stapl~s,proJlgf~steM1'8teot ., 
. binding edges bl~Y co\'~rit .. Wasted.spa~'i~fori;n,layoutle. t()~;Qlu#e~effect.Poor1y,<··. 
des~gned captiol1swasn(spaceAAdc~eilU:()nvenien,J:ein forms cpmple.tion a,ndltan': .:. 

. ' '. ·d}ing,. Qleckboxes. are :·one dwVice in¢reasmg ·~s.er convtnjen~j Now, {h,euse·of",eheck,.~~,· 
bo"eS !U1d"bo~~siWi HcaptioDsin the srunple form atF1~ 15. N'o~ also dtat '~Utf' "'-' . 
~py~' is prilntedattbe i)oUom to designatothg,,,destinatio1!1'f.)fth~,tOpCi)py:or~is. ." ., 
Plulti~Plirtfotm,andtbat holes are p~~checJfor'easY·p~eement in a fife folderol' Q, . 

binder. '<., .. ' ..... ' ". . >,' . '.;,. .' ,<,0 .. " .......', •.•..... ' . ." 
"'cInstrUciionssbouldbecleai'and conci$,e.addtessittgwMs~hnutsthe fomi and tq " . 

l'hom. thcrnUUlb~ ofcopiestcrbe made with.dlstrlbudoll ilif~ati(ffj,cbefu.ended useef ' .. 
,information:,aiid Qiher relevantsubjeets.lolltnu;tiOns. may be p1ace4on th@front or b$Jk ... 

... .. .. . ... ..... '..... .... ..' ..... d .•. , .. <.. ... .. ... ; ... ... .1' ".' 

" .•. 01 the form.' ()~ h~ s~Qrate from" th~ fonn.lf~teg:ated ~Ilt() ~~rldnSSpacef lbe~ '~" ' 
.'. '. uSlla,llyplacedin parentheses. TlteJansuage of the f~ inJnstIUclionJi and otherfilcUita~ 

t!v~)nfol'lllauQn. shouidF~i()~;'Of Ie.8l)lj~8on.lndesigning the WQJ'kin8.a,{ 
.~nSide~tiOn,J;leedbeFventhetype.of liwhlinietit to be used to CQmpl¢teiho fOm'hlf.tbp.· ..... 
(Qrmi$tobetype 'Ue.t4anow ~fi;"lenicanmespet~h;HolizO~taU,/aUow \~2 • 
,c~~~rs ()f~1ite . .~dJO ~harae~fSO~pica ty~t9the~llehi-k~inJ rWHf1il1~a~~e .• 

. . ". ...uSUpra, UQ(C ~. 17) R~c{)~s Mana8efMiltStuliY,P, 36. ." . .•.... . '. .., • 

. '. / '.. ~~ Fora~9re:detii< d~U5Sionf.lt'fonnsdCsiJiI. secGenml ~.i'VicC:)lA~i.sCJ,'attoni FQ(Jns pt.s'!8,n. 
/ .G~A~ ~.~(lnal Ar~Wei .00 .·Reconls •. Stnice, Office' (If Recmd.' ~ctne~. U)12 .. · . 

. J' . '".,: .. " ."" " 
I ' " ,,41 
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..,'., /.;: . , 
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.~l"!h.Ot.thfi~~~.~~.·~ •• ~~;f~rnl.·.~.to·~§~ltenJ.~\\,~~,;~ .. ~:~" '. 
yertlc.uy AIld~. '.~;erC •• borizonta1lf. . . ..... ....' .. ". i::;'~,,-, ......... ;; ><H' 

/ . <: .• 14end,ticatiOn1\~~~ .• rtant~~ mve~w¢tluPf~:y~~.~;~o 
·~l@ltY~;pUdinlbe·IQWerl~rulr lowet'ript~~.~;andap~.oluwery ~'*t 

.•.. 'jnt=~fo~s::~d.~,nu~~rA~~l~bnjq\~fot~nvey!nJ·~~ ••. ~· .. 
~. mom ~one~e l$">,;~of'tb:e·~inJple'~mtat;.'~e t ,otl\~4,.8t2~f4 

. ," ,. ~~~.-~.~ ~'_'.~~~:~~' :~.:-'_-'~."" ",.,", ~ <~~ ,.:_ . ,";: _""" ~ .. ,:" ._,::\1 ,','_::" _: ~ :'""'::':' '~>"~:.:'" '~'. ,,', .. _', .. :":,:': 
G. :; .. M'ant1riaJco1U'f$~~mJi~d._e$~n(r~ignab.lreS.iWl~yth(:;~lerkor~.¥' 

.' Since tb~(:t~lcisU$iJally.m eI.ecte6~,ffi~l$~(o$tlyrotoi~_s ate w"'~Whentbe ~tCtk .,. 
·~~i. i~·~r~~ineleetiC)ti.'Ct ofbCl:wi$eJeave$the·pUsitton~, ·JJsm'~~t.'S~l· 
instead;avQids~j)~~blem~';'ll~ts~pafor~~~nfiiCs lsahi&blYc'9nveni~nt~' ., 

.. ef~ciellt clm~~bniqtle~Stamp$ Me ~~ti'i~li'~D5ivO ttl hav~ntadoJ1\darefQfer.· 
thaft ty~~nt'()t handwriting,Cofurn~,te~dii\leinfomiation.; • ," .• ' •...... : .......', 

....... ' ," The Phys~illconsfm~tiQIl,QftbefQrm:l$ just uitttpolfant to ·th¢.fitl81prQduct$ thC' .. ' 
·jtlitial~j3Ji.l'toperuse' C)fiUl~(lin¢:wei$llt&)t~perselecnm. •. Of.tYPco{-~~~{ '. 

\veight~pa~s:~Jo(.'andj~tolot\Jt~lpachieveth¢!iequ.udeS.Pel'f<itatiQnand$@tl!tiare 
commo~lyu,~edaids for folding and teatlng,vilill,e jl\nt~tdDJ ht)le$.fodorn".pt9~ filed in· .•. , •• 

. ~.c",,~···~~··:,e~::rl:;~::~~mt:e~~;:;~~:!z:~~ . .aj;~~~:~~=ll:tc;~~;c~~ ... ·~"~·L 
...... ·formWiUt carb.Qbfit clil''Ul~li1ess,(tiCRleopies~d ~~lp:r;.c,odingfor~h~p.y. Multi-part "', ." n..~~-

fOrnm9anteducetyPlltlsaild pbj)tQ~opYing~sts.~!; ,,>' , ." ,~.. .' ..... ...... '.".' .• '.' ...... . 
" .. '. ..... . .1h¢ oVeraD.d~i8nofthelo~Sb~\il4i~(:qlJXl~~ follow~ng 9~~~ties:readabiU.ty; .\ . 
. .... s~oftoJnPl'e,ben$iOll.svnpticity. good8ppea:rance.~~uc}u~mn.tY. ~P);'H!lataQce !Utd 

~~~iJitydepen,~.uPol\~~hy,sub$tan~ithe~ohlr~fl?~~)ir.'tbe.C@l:~r9tmJc~.·.' 
. W~~wldt~~~firin~Q~othel{Jutsid~~l1ni~as8is~Ce¢ail'be.b.elpfultQ 8Upplcn'J,CJlt·.· 
the~biiici\1sltiJl~~f',w..Jjous~s~ff..,'·... ........ 11 i.,G'.. .;;:; . 
. . ::·$~(Jardizln~JqfulsG~ves t;iPl~;PlP~ey.·aUd spaceiln courts.1taditionQtJogal-$¢ .• c . 

. fotins'(8lN'·X 1.4") $'e.°SlowlY~ing repl~dby$WldatdteU~~size(8~(I xlI") as>cqst :. . 
,sa~rtBs~'be<:OIne:.·. too' _ti~e .to'~sist.Standard·siie:fon:ns. ·'arC. ··.iQmpatibieW,ftIl .. 
.$taJldant~$i:@'fi\ing :~~dpinenfandf.ll'C·¢as~rctQh~ndle .. :~.st<l)l~'eqQipm:ent east$; ....• 
·.Signi6qU1Uy nto!:e~an standard'@tjuipment"SxU'4ell,¢nsefor leg~l·JiZc fo~hi(!Onl~ .:.. . 

", ·ptll$~4by~atet.oo$tforfile: foldel'$; sbel,\?ng, pe1'$QilneI time~xpendi~.tulfl$toflS~· ~~. . • 
$~.. . (.' •.........• ..... .....>; .....•....•.. j ,<."i: .. 

. ' ." . . ....Many·forinsate.cteated)vitJitbe best of .. tntelltion~, bijtunfortUl1Jtet~ {owithout' .. '. .. 
'. . .sufficientattenti.()~t()jbei,r deslsn. tCprOducti~~. ilud di&tributi~n tetIuiteInenm., T()O()~U, . ,! . .• , 

." . a!orm is desisnedinba!iteto s~flfyas~ciatneed~re.s~tin~ inul1i1~~sary .dupUcatiV~f 
.. "of poodydesignedfonns~'E'IIaluatingffonns ina cc;linprehen$ive 'fasblQnbY'llOling t~ 

1" . iri~n'elatiOll, andevaI~atingtbe desi~~~firt~vid~al:fo~~~ad,Slct}~provement~p !DtJns .; 
ma,nssement. '., .' . '. .... " . .; .... '. . .. ' .... .'. .~' ..... . 
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, ' .. APPINPI)C' .' .. ,' . . ' ' .'."CO" •• 'SON c.?ItCTIV",RECOIDSMI':ROfILAU,..G; ,.'>' 
. ~I,4NIQU.S;,~"CE~"F.OM'AJ1U~T,~ttltE, SQ"'E~'OR,< ..• 
. : ."COU,RtOFSANJPAQUINC:OU"~t\~"lIF9.t;Jl' ."" . 

'.. 2_4.~EQUI'M.NTEVAl.\lAitGN ANOIECOMMINDA110N~' ',> . '. , .. ,' ..... ' 
: :.,' '"e,:: : .:.' >.-- ..... :. .,:. :. ". :'" .. ' _ : :'::',' -... ': ,., •. , .. ~:::;~: _~,:,< ' .. ::., .' ~',:,;: _ .. ' ",_ "., .:. \ '. ", ~~ .' . ..-> .>. ,; -/~:" ,.~. "'. . ' -:t~.: ".; <~ ':>'.. .> 

" .' Thes:e m thteebas~ tnc~ods ofmtcrograpbies.te.clmqlogy, wh!~~ l,11ay 1»applie,d.to, ' 
1he lctiy~ iiles . Qf ~ ~_~ Microfilm Jackets;' Computer. Assisted Retrieval; and 

Co ,U~ Microfij:he. ~h of these tnCtJmds aUDW the ,~CQments IO'rZi' as they are 
.ved. ~teatins a microfonn fCCGt4 ~hicb may ~ used in,lieu of ptipet case file 
}oider whU~ 1I1e A$e is in propss:' ' , 

/ . There are distinct advanwges to adopting 'One Qf these methods: ~ore .. an one copy 
of¢a(:~ ~e will exisl,}nlluQng $$aUlstloss or damage to ,th~onlY ~op:y; m.,J:Ofoims,~ 

'eaaYto,USC aad \Viii ~nta,:favlligifintbetnsnpow"r~ii'edtosa. iDq~$;" 
. n;lcJQfontt& aUOwr¥~l'ttrlevalof iofonnatiQU" which Win ptoyi(Je tOt be service to, . ' 

,~~,,-.,~, •. ~.~c~;~~~~~~~h~~~S·'Wil1.be·dlicussed~eparatelYc ana··th~~~m " ~ro.,·Wl~ 
'5J~~0lJ1<!rsb)':thef~UoWlD8 cqtena:~' '. .~. "> ..' " ..... i. . '. \. ' . '. 

,>~' .. ' ~st,~>';. . . . '.' ,·~~Otdaeplac:e1l1ent "\ .... 

..• pe.f$. 0 .... nnCl.I .. fn.< p'a. ct" .... .·~.~},.;~lJlW.,gri~ .. '. ··V .. :· 
oSpace'Reduttion .~:ij.~1,~'1tegnty ." "<\ 

,;.RccQrd Creatj~n.,s~~.()f:~ootds '. . '", 
'.'.'0 ReGontR~trievs.a An:hival>ill.t)'. . ' ... ', ....... '. .' \ ',' . 

',:' ,ReeptdUpd3ting~ssing @,dOperatf.ons i . 
"." ', .... ;, . '. ·'··i' ' ... '. , " 

" , .... ' .. il.t microtUm j!l9kefsys~.ri.sbas~donstandardJlli(lrQfitui j~kets., ~urce docu~ 
'me".c~J}holOgrap~ bY:. either a. planeWy~amera 9.f·a ~tarY~era~;~a~g a.~ll of 
fibn •. NotP1l1~,i$ to~te two, ~Us ofnlmnt the~tUr;te.(one fQ., use III th~ .. 
~systen.l,(b~other~~tsafe2: storage} •. The film,isthenproressed~ Of devclo~. After 

. . '._., .dev~l9p:.ntent~thetifPl iii cuUnto il1dividual se8mcD~ which: (a'e Inserted into atransj'II1'ent 
c . pl.ti~ jacltetcon .. ninS c~~betSwh1ch bold tbefilnneg~nl& Of~bipsinpiaCe.The, • 

jackC!ts :inafil~; .' ,:. '.' ",' '. {'~' .":'/{ , .• '. '. .' ..... " .' . 
0;, . .~. .'. . . telno~an be upd_merely by i~_ a filtncbip' r;cntairiingthc 

'). umsc.pproptiaw tot\e indivi~l record. ' The m!)ertion ptb~sslsaceomPlis11edwidHh~' 
P Il .. '.do .. f.a.' ~.~. k. c· 'mcru.··. . 'os.' deV. '. '" ". minQbl ... ' cane." .d .. · .'.' ket. ~ .. ~~, . " ' " .'. r- .' • .... ~ ~),. . .. 1". CO Y.· .. , .a.JIC "';1- '. 

;.. ,.tho ,ystemtequires seveml pieee~ oreqUiPment:~can,iexat.al'~s~rand\a jacktt . , ... 
, ioa~. P.bY8ica1ly,somep~S$Ol'Smustbelocated withaceess to pluJQb~gfol'hotlai1a .. ' . 
, . cold water, and'· dtaitlagcof wa.s~s~ln· addition, '._ fJatkeited. f\i)Qmis reco!Jll'Dended fot· 

.' ~.taB~s(,f~ssmg.·' ., . "'.' . 
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. :;,·ex.·~ .. ' ·.· .. t{,U.Ut"'~tv.· ··.f)tfOIe .. ~. ". ." .......... ci;1\lIt,~.· ' ...... UIV!Iit;_., ~ ... ··I""or ... tolt. ..... .... .'. 
~~ .. ' ~~V·. ,'" : .r~.· ...• ~~ .. ~.-:, . ~ Y", . ....... .J 

'. ",~. 

Ji.IUt~fs_t~.,.,avaifablO$lijtebl~OIllOt.vri.J' •. A tOO toot.mu··· .'. 
·'~·~tIin 3~(IQ(li~.~se~tVql\.es~or490doQun~n"1Uc4 pet.,.~ 

.. " ... :pera&e.of3NeJper4oc:u_tiDclk:atolhlt'2~.,'~etap$e,~nftliDaltlbe 
'.' . ·.~DtancJ ~iDlttheJiJm~JiclitiDI;CUUinI~~nof~flhn~tO.~_.,. 

CIDtlOt'be40D~~titthe fibnb.~)StJ~,.Y~~\i.p.~lapse'dtl. iromtllO·· 
fiIinIQf.a,,~Il~to.lhat~ntentt~·~ebeitl'f~.Iabl~.~·."l~wiDli$ .. '~abtc· 

"estiltlatC'~'i$:: , ......•....... ' ...•.... '. " '. ..... . ..•. . .....~.. .•.... •... .., . 
··'Editing.cuttillgJJ,ldinsminr ofmicronlnJ.iiD(oj$:~ i$_labQrinte~sive _lei .. 
. ' "'~tJ$ummg and:¢irot:.p(Ott~. Tile en4·tm;duCt.how~ver; is.neuilyusea~r .. tne<lium .' 

.> whichtuwmstonqallY. enjoyed easYuset acce~~' (U'~,'. ." ...... ~. . . ' .. ' " .• , 
•... . ...... c·SeaftngOfle(Qtds canbere.dily.eC(JinpliSbCdbtp~Sdt6"jacket&'iJ):Qlle$tiolllna, 
"'fs~~nvekljc~:.. .:"..' . ~'.'.. '.' .:... ;':0. . .. ' .'.'. ..' 

.' ..... .......• ..Qy~~~ j~Jt¢tnep~ta;nleaJl$ Of$to~gttd~l'Qfilmedlmig~siham~cr wbicti ;,'", . '; 
.••.. 'Will aUowiitdivi ... litWreoo.i'4s:.TheserecoJdsat'Oals()l!Pdatablcast'ilmaud CUi tic .. ", ..... 
. ' ". ad~otten1l1ved~ l1millly ~~Setninati~pi$relttiv¢ly easYby~nS~itber; adi.o or .. "., " '" 
:vesicutarn¥~~it,()l'bi{~~tiDgp~.r.~pi~.: . '. x·.·· ..< • .,.' .. '. 

:, -:pc·, 

c.""t.~~i"I"".w.lt " , .. ' .' '. ,ei. ...... . . 

. ...... ,'. ';'Th~l!omp~ter~~~~~ttie\laljy.stemi$blJSedon~'~~c~t;9ffitmins.wtrierat$ ... . 
.... UitlieY~Jilc4~dl~\'iftg.the'imagesJPtbiitotdei'.'fbbsth~imQespertamingt~a~ .. · 
. ,.' ~rando~y dlsPerse4·tlJt<iu$holltoone or mqIefihn c~~ge$"wllich~.chtonolQ&icillY .'. 
o~ed.As with rnicro~lnt.lack~ts,·~t1ts ate ph~lo~pb~until. n>nof1jbn~s at", '.' 
n~CapacltY.Theififuds tbe~reJJio;Yed ~d.PfO"~sed.Crcation oftw(jJt)Us o~fiJUl.awne., 
tinie is,afso desirable wi~ this systern,.to providcfer a secure backup. .... ,"'" , 

Qnce the ~men~ are ,6!tned'the: loCation of their:.iJnllges mbst be made av~lable 
from an index. ,Sucb~ index'SOOuld'1ie ol'ganiZeU in such a tfulnner so that a .,emn .nuty ,;" 
g<llPtheeatfyfoia ~vejl case :mdobtaiJr#lemictofiJin addicss:i1f the~nl or 

. doalfueDt§·bl'qUtslion.l'beCOUrt~JXf&~ageHlent·$y~fu.·under~velopme~ti will .. 
':I»IOvi~thecapaQintyofntalntain~gan~ptop~ate hltJel'~:S'VerY ~fitc:din •• ~~i', ... 
g~ner.~~. an··.~ptq, in.tit~ •. Regis~ of~tionsfot1li.t;casc" Space:isJ~~~d. Pt.··~ •. 

,~~"mputet ~~rdfortbenUcrofiIm4dtkeis.of ~~II entry •• ;, .'. ' •.•... ,': .•.... , •. '., ,"e, '.' ..... 

"-." .. ' m.9~t(()·eJ1lef,thC~4~smtothe $YStemdn~'of two nledl~mu.f6efQllowed, 
'. 'lJitfi¢th.e.miefOfU$c:unera.n1U~(imprlnt aS$]ueDdarn~r Ob*Jt'~iit~~i'i$ ... 
'fibnedqt:Jhe:~~~uSt be.~$Std,liI}.¢tbed.~ squr,r;e. win.be~"lnic;'Ofibnf.m*&e . 
4fsplaY4'4on' l\\li~w~~~J~vo ~thd4sf'1heiJnprit)tigg()~~e:-d~It!*·i' d.eftnitely 
. supmor,asdata~ntrYcanbcdo~... '.' ly fonoWingtbe'fibtliitg ofth~~DIlJ1 •• ·.,. ..' ..... 
~To do the Qa~:entr1froJiltheProeC~ . '~~tbtJ oft~e.ttutater n~~~ '~~,;_, ~'-~~_:-
l88 severaldaYS~hin4~fioo'in.-o, . '. . ' ....'.~>,-... -.-.. ' ~. '< _.; ...• , '.'" ,I . 

. '$ic~~~:)~7:~~\b::~O:~W~;~i:;:=~~';~:~';'~' ' . ".' 
system,wheD tb~ $ol!ttcjs, It full .. s~doct~meJlt'see,tll$}?referableto._kiD& an ~}!divrdu.il' 
mtcrofUm' Image, '~uttillg that ima.Jc fr~~ Bile rOll,_ in-.., it JIltO _ ~kef. The 
additio~ '\Volk 8Ssociate4 with entrY of~e.microfiJJh. ~s into thO data ~.is am-B. 0 <,...... .. '. . 

ase.~ry. do~meliti$ to gcmente aut tnky intO dJ,c ~e""of~ctio.Q,fllc'ID#W.<1'h~ ',:'. ',.. . 

. ... " 

addition of up toten eXfJ~ ~ey stmkesperentty wUfnot sipijiClbtt, ~tthe wOtkttow.· 
~ areas of (Oll~ must bo consideted w~n <eva1ua~'Comp.ltor 1\ssiite4i 

~f1icv'l. first,'" cartridge Will hoJdup to two~otte>-j.tNa1~,~o~{Qt'doWmen... .', 
me.Jning Ih~ at f~,ast 100 catki48.es per yell' will be ~ It jM present I~~ and <>. 

.. '~wortlOJldiosuti1y i~g.To. .. UeinpttomcunQtefi"t*'~dP''Wilij~c,,-
".,,=-'. . .thetlUlc d4;IaY~lW=II'filiq'tUld,,~ ~"ailabilityof~itd.~1m iP1l$eti~thesY.~~~· . '. ,.' , . 

.. ' .... . '-S~ce)llQ~t~iusina(ll$Catt' ~tedi5)nJlY~' ~Ufeof' c_;,*h.~. 
Sl ........ <, 

• d, 

" .~ 

;~ . 



-".,-'-

,"), , ' 

....• ' ." 

"'., 

'0 

···.4oeu_t~.~vei,.(~wjJlbeQ1t.1tiffti_~~.·~f~W~~1I;Wbidi.·.· .. 
" • _Go*Jdetttatttfi~~~~'~1'b\1$,·tfje.~nwbawi8hettovtew"'l\l~Ol1e. : 
:,.~meO!jfia:caI(l1IUltl0.a~ lteW~dactor~>eVetl~lnU~,~ viewed.:~ 

'· .. ~w~#ibe~;.~:~:t=~~~r~nli~=~r:~~~··:;·~'·o' 
~"6tJ.$l_~¢i~"*to~,1clcMi~ pr.,~nt1~~,1J·to:~b.~n~Mmtbe 
Re;l*ter ~f Actio~~fi~~ery inquiry lli~¢ B(llbrolJ&ft·~ on..tiQe$ys~~i~~dib~.tho~, 
~kfl~knownm.\'a"" ~ rcqui~iCtUll~ew Of.tbedOC1lme.nisk11i~.lterJiativeiS 

.«1 pt()videa (tlicttl6Un olprinteiJ jndex~ ....... .".'" 'C . i ,; 

·"··'.,1hitd!Y.f}le spijdg~fte~ord$ bi. f4;nmdomfy di~rsedmictoli..n)i~;isat~st 
ex~lY.4,iffi.cult.,.Af dtij •. ~··l,~mniOn,oc~~th~~e)lijs)· sjgbificailt.~h 

.. lin_,e. #lU$t6ein4ividliany_che(4)~t :andtePtQvt:d (){ dcstroyedinsueba~~~,as: .' 

.:"notf(t~a'¢-.~f{~-1i~~~in_integrity~·.. . ... !e . ..' '. ' .. ' = ' 

,.: .. ' , .. , lU$umnuul~,~ztUterA1sisted aet'rieva1provi~s a ~tonlge ~ediu«l' u$mg 'b~ut '. 
CS~te.of .. ~~~3rteq~PJl1~nt.1'hepOtelltial forenutinl~afin4 th¢' inm~es i~les~ t~anJ!dt'',. .' 
"Itl1¢t9iiJnt)ae.k~,~d~taSkot ~gthtima&df~ruf~is :sitnpl~an¢~iUf#tl~, , 
; &n~'lens ~rson,asthejacketlottdingste, is e~nat¢4.:R(ltri~al,of illUlges eqJfues.'an'.· " 

'inquby;;~ntq,the()n .. lin~tilcJ. $Clection~? ~he pro~.~aitrid.gc.a;1d ,meofan expemive" 
.•... ~~\V~:wlli91I~1Iatltfldta~~Uy,advance. ~·dre proper frame. Dissemination ~fi!lforma-' ' .. ,.'~. 

ti.ogcaQ be, done by makitJg~r{;Op,l~s(jfthe itnagesrntm 'eopiescannotbema~~.,('· 
~v:d~ble. .....,.. ...~.; . ,'; . ".' . '.~ ..." .. :0; '. ">;~:',. " 

.'. " ~" .". , . 

.. ~ .. ~ ..ibiS i$ttn~n~lynew concePt 1nJnicrogfaphics ... T'mditionatmicrosraPhl~ bti~es . 
photQ8raPbic¢~ulsio;tiflhn; In order to view imag~$expO$ed'Ontosucp1lbnth~lPltriust 

.. ··be:cbemicl1ty·proce,ssed •. \Vltenthefilmjs develo~.·auyunusetl film'is .te~ered ... ' . 
. '.' ,iflCap~bleof teC~i\'mg inifges~th1!GtJl~j$ no·upda.tecapabilitY •. upda~l\g:a nU9xof01'nl. . 

·fi1e .. h~~n.~ompIish~bycutting ~4,sidjcmg~ ~t*llaging the ~Jlt.ite tase. ',\yi!h ~cfi" 
... ~ewdocwnebtorJ)y'usmg, microfilm ja¢ketS..',a1Lof\Vhir;hate~consulning~' labat· 
; lncenslve !1tlderrorp.tone.·More~~tlY~ senU-ltutontited "ie~~t$ hayet>ee~~velpped 

·.whichallowthe 4eve~!)pme\lt ()f¢omp'Q~t.as$isted~meval,.j.\lthouglftiili"canleta$~d 
:p~s$Qr~ basicallytlie ,Same ~ b:ave:t;ieen usedf9r·Years at!d arere~tiyely:iqex~nft 

. eixe-~tb~retrlc\lal~yjce.s(Vi~We~~qu'itt,ex~ive.. ' . ...•.•... . .•.... ... .' ................. . 
.. . .. <The Q@w,tecblltology.ot,uPdatablemic1'Uti¢he]n3S beelt4eyeloped,to o,,~onteJh~' 

.fui!Uity.pf.d&~Ulicat ~eveloPJnentofp~oto&r8P"i~etnuJsiWlAbn.TQe~pa~ anhna&~,:the .. 
. ~o~e4qcu~eJlt~ph\ced'~4.tb.~ eKpOS~ tn,atof"1he,machine,an.dtlle tnicrotiqh~Js' . 

. ' .in~ijint(ltbcH()adiiJg $tattQn.WjtIttbeptlS~i)f .. few buttons ~i.nagepftbe'd6t~lIn~nt ...•.... 

. ,' · ... /ls.~XJ:W$cP an4 4ev~t~d. )Yltll~$ecQnt4 tlitmic~fich~;jmaie~i(~\lijtabI,,(orvieWiJlg~ 
C()p'yiD~forfi~ns.· As fuitb.t:t dQClllnen~:_)i1ed.intbe-cj$e;lhcy maybe 'added t,e'tbe,·. 

. ··SiUlleini~fi~e witb~e riatti~,~tlJiftheoriginJd.~twaSexpQse1l~~; ".:.' 
. '. '. ,y~blc n;aicr()ftch.ecombirIe~ better r~ .OfDOUliUicrofihn jacketsandoi ... 
cOQlPuter~~fed~trie"a1. ,~i$ll!)~tihSan<l$tuftingas withJi<:kei$ud yeHbe' 

'lJl1lSei of ~<:ase ~con~~ina\ll)it~bNJorCJ$~r otdis.~~iQ~()n.· Storage.· 
tetrl:V~l~djssemin~o~t'l~W~g ~dsealillg·~. ~~J.Qpfish¢dinihe-'~~ .. ~ in • 
. tM JIlC~t=t.$ystetn. "~J '...... . .... '. .... . ' . . '. '., .... '. . .. 
. ,:-." 'Ar~r 4Jlalys~ 'Qf~~t1:(5mpJrisonsjs ~uirCcl .. Th~costeJeme~t$ ~,tcbc 
'i»n$1~d:~st~eqt·p,~,nt;AA$tC)h~4~el. ~d 4!Qstofa~d.~ p~sing 

.
1tlnS:O;:i"ted\t'il1' the ~. coJ;tJP~~vif ;nalYSiS·.~i~film jacketS will 

tf ceiWruy, ~~~~ tt1~ person tlwl !hI' other two methods. We bave lnade. th~ 
ISSUJIlpuon.lba·a Cl~' ~ JUs ~ JPpropnatc job' lev(!l for this task. The following cost 
fiiu~baa been Ihi~e It hy takiu,tbc currently effective"pay rate for Step A, addinB 

~~"~"tbe ..• :il"'of"'2A.%~~&.~~~:Mti~:'" 



; "<N->~ • . ". ';:J'._.'::': 

, :''''';~:''~''''~<"" K ibr.' ; 'OIl .... , .. "> ;, "',',,,".' . (' ;', ....• 
·::t~t .)'O8l' •....... ~yeat~ .. ~,~S'.f!~t~Uldle~_tbk4,~~ 

. ·.·,i-)~·~"~,,cost ri\JrYerlfyib.,e*"i~mi~~,~~.ni'V~ .lfl 
-·lJikiDt~~!,esfiinltedw~,1oa40!·400~Oi1iJ)Q'iIa)'l$flnlpt;ll'lal_~Y •. ··· 

,' .. 2$OWo!kingdayf·JjetJeIr~~Vlde.,~antlci~l1u_Qf~OIll~year."Nq··· 
~b.~n m;ade~~Il,'Jbn-meIl1ldiber ptiii[uhiCSi.l1tO: lhe. ... ba~ft forihe -

. ·pUrp,p.ofmerenpm, tltefiWfi~; Jiot_~yinttalionf.tqrbeeabUiltl*it~~.~ 
, ;_m~~sJngwoit1oads'..'·'tr",.~!.",~<, ':""> '~',;" ." -•.... -

'. . .'~~unent~~ift.bim~'~s ._~fl3¢1~.ttq_tiOn~TbWIiJu~, 
,;:deeli~~,~be}itJie'numl~et,\of~ti~$i~c"'~~~SO,,!~bav~·n~a· .... ~ o( 1~ ~' , 
" f:ransae~i.1nS ,fot o~~litUaw<. '. .•.. .~{'~"" ': .. ··i .< ' ." .....~.'. ' .. 
'. '. TIIe~Uip~nt<»sbi~bJ~on tlttffol1(,lwin.gCOnA~tiOJl$:;i.Mlof.the ~UipmCnf' ., .. 
;~ary.to, .. ~·tbefilm}~fa·vt~wabJc;f<mn; on~~~~.twO:'~bjcv4 $~on~"" 

....• ..,.(vi~~e"'~kits);~~ete'pC8Sf~~~i,e!(.~ ~*~ ~~ta~on~ h~c~il U;~t~~:0tlittrs a.m' 
bes""posslple e5Dmates.. '. ,.,.' .. " . ., .... '. .... '.', • ". ..... \ . 

, . '. c . . Jacket.C.A~~., '.,' UtiCJatabl~f1c:lte . 
. ' . . """ o_ ...... --,,;--..~ 

citmera .. > 1~~~S4, " . " ' "'2t» .. ' . 
i::::v~(" . .., .... '.' ~5Z,! . . 

C',. J:~ .... , ····',Z_;p<~~~~f1<· 
,~lFillei -1~625. ~ . ,. 

I~' 

,'J' 

'-"ViewerIVetifi«, ': ' , .~. ....... ...... .. --~~ ,~ ", 
, ;"Mt!gazine . .~-~ =~''':~';==cc-~-:-,=-= .' ~~~ 7~ 

',' '.' , .. taadSlation,' 
" . ",sxtm>4tiqr( 

,(3 Y¢ars) 
,B"tia D.P •. 

, '.' .. 
"'~, 

TOtAL'" ' ,~ 
(~I~eal'S), . ~'i 
~ncll(sign-·. Q'-./ . 

.' . ',';; ,'.: ..... '., .... ,~ .': ..... ~'.' . .'.'-'. '.' .. -' .. _. "''- .... -.. , ....... ' .... ". -, .":!>:'.:.: ..... :~,-~,'~.(.) 
, ...9PeratiollilJ.t; updii~le'1nicrofi~aresUperiort(Jthe~thet twOr5JtJ'etlJods; ~e()t; 

", .use.s~~QftuniiiJ:Qund ~~andlikelih~otu~efac~um(;econ(ributo ~ca"l1y tOthi$~;:, 
, . When aU ~oSt etemept$ate~Q~~ideredJ tl1~.a1terilati\r~ isles$e~iv~ o~f'a~';'yeat . 
periPd.·i;' ,,'. ., .... '.' > .....• :'>' ....... ,. '.; ." 
", .. . There are ~womlUlufacturefs who have .velopedu,pdafablC'UlicrofieJ!e .sl'f.til$~One 
ofUt~m;MicrOxj'h~signed1t Qlarketinga8f"~ellt~itb '8f,n an~fHowe' .' ...\r •.. 't> 
cUrtentlYJDarketingtbe systC~. Not oDIyare Mi~lt $Y5_ noiav~Jt, . , ..' .ntr, 
uSersavllilabtefrom1Vhdsee~~rience ·the, syst¢ms· may .~ jlldgeL TJieotllernWt~~·.·: 

'tllrer~'A.B. ,]){ck/Sco.lt, .has. p~c@~a.rarge.nuriWe10ftbeir$yat$200im>dQCt~. wiq)a .. ". 
'large iUd· sh>win8numberwus,el'G<~evetanargeb.::ind~uf~turiJl'~P~$· ,:' 
~Qn~t user list, tlsweUtlS ~e Departmentbft~.A.tmy '8nd~ (;olorado Spriq#" '. 
PoJiCe.l>ep_ent.c,\ Q ,;.,

1 

-- '" ~, .~_ j;c.,~"'oC:C:;~".o< . :-C" ;>- .' 
",ThetecMique ufllpdatable ~ctoficheisjudged tone~Upejior{io·the ~JtUJlJtives: •. 

Smte there is only one manUf~irer C~Qtly markethig such equi'p*i1t. WCL,wiJl ~o 
attempting to cbtain approval for Shle-soutee acquisition of one A.B. ~ctlSc:otiSy.tem 

, 200. Other items 8ssoc~ated with the system may be ol)~ed Via co.~tive hi". -
." ~~~ "\,:--,,,,0 

~~~~~ 0"' .' .~'; " 
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,. "',., 'P@tOi'S w~icIt,;~NCordibgmedil'ckterloratiOjljnCtude;<l), .cid,~sed by 
pOItlltant&intlie~trlm$ph.()r~~ntS iQtrodu&d4~g"tnanpf~$wpcesses; (2) 

,', ,Ugbt,J,~yfromtbe vJtrawolet end ofth¢spec~un;(3),;litIJOllution; (41 Yennin~(5)' " ." 
" "fJu)gi; and ee} fte«t'tnd In,9isturtdli{9sutesioJr:sscn th~Jmpact ofthesed~stru9dvefac.wn;' " 
, " incll,lcie: {l)ilsmg ~mtatlenttduiable papeni and inb'for~ating teconbb~vingl()ng.; 

" '.'. "."'.' .tennva1uesl{'l} sioringiecotdS 11i ~~~hicft;i\Vo~ ,ditm,~~ight; (~)nuimtainirig ~" 
" " i'egutar ~JeaniJlg schedUle ,an(lgoo4b<!~~ekeepingp~Ureil instoraje~; and>(4) 
'.,·,·',.~tab.iinS, ~~peta~evandbup1iditY"l"ithl1laecepmbJe ~terS(6r ~and4S% ~H 
" ",Witbftu~tutltio~snot~xeeed1~gl<Y'f anti 15,<Jt,lW)~,.~jre~ water and people ,~ant.t1so 
, 'damage ol'des~y~oi\is. While ~e other l#tdffli~t¢dcau~deterioration .fier ti~, 

·.·"t11ese latter three can .cause a los~o.freeomed ~Df()rmati()n atanytinte and ~.ofl~a~ 
,~ncem." . . .... ..•.. ...... ..... '.' .... 'H ' .. ' ',: . •.... .. .. ~~.' '.. '. .' . 
. " '. 'nlegreate$(1'#>teiltialCaus~forcOUtH~~Pttts tOss is filt!\1.~sPJbOO~ systemo!f@ii'S 
'sruneprot~tion fl'Orntrus tYpedisastetblrtsiJ1¢erecotdsin,st9tag~4Pnot.ea$i1~'~te~d ;' 
. '~urn~ 'nloreP9teJ)liati~¢ftQma~~lli~ati()nmaf~swr~ri1l11~wa~r;oichemi~lll$ . 
q$edt()extiJlguisb.the,AJ.:e~Ap.P~ fire ~an:~meunliPProachablean4olitof.~onttolioa; 

. maximum'oL144Sininutes:ttQlJltinl~ 0 i itiollIfnoldttecired !md eiun&uJSb~-4be' . 
':\'~0~i~ti1!leiS5,minut¢S.ToproVide'1 , ... fkePre,ven1ionldete¢~o.n.lt1Ss'~ted: .. ' 

,-;- .;" :.:.(J ," ." .... : . ';' ",:" ">. . .:" "', .",1'/" .' "< .. ' .' ,'" . ": ., .. "", :,~' "~ 

: o. '. 

. '. 6' 

.. ' .. ...' ., l.J-tbe sprlnlder$ysternbe &~;~iV45(P"2$61;\.'andmesystem bepro~ed'to 
. . ·:di$~&tgeeacksprirttder(~iaaindcpengentlrWiUrout,disc~!.Ugmgth!3'whoILl ~ys~ 

teJ1l.fo~a:~attict&jat atea"1ll(~s.ysteIllShQuldJ~ccl1ecked for ope~tional ~4iness 
. resu1arly, .. ' ..... '. .I, . '. .' . .' .' ...... ." '. . . . .' . . . ..:,. 

Z.$mo~e detectQilI, 90t1nef;fedtoa.(:e~ttalatann:sistetn., be installed·ni tilet:ik' 
. . ... RQ9m3nd;st9~e(,¥as(ilnotthrou$bout the b~ldmg); .... .. ........ ... ,'_ . 

. ;3~" ,Ponabte ::fi~e)(QD8uishets of tbe w_er-ty,pc, . or .i¥I' ~nunentie4 in ~e la~t 
7 ... '~i9jsfun of Man(¢ljQY FirePrmectiQhjoJ'Arc4tv4tandfl.e;cords Centers, ~"' 

. ;flar4#23~~ {NalionalFiie PrptectionAssoeiatitint Boston),lJe placed in the " 
Fjl~ R~mandoutside th~dO()tfor'Sto~ge~. j\lOl:B:Wittr.typC~rtab'efi~· ,C 

'e~tingui$beJ'6shauld beal (he trigger a&:,ti~~ ~tored~preS$we orcbarsed-Cartddge . 
ty~, M$lY ·Ul'el1iyists pterefaCo~ po1't4bli' eldinguisher as. CoJ ... ~~ nOJ harm· 
tecQa'd, triaUlrial tiS·watetdQes .. , Hnwever. since Col.· mdesisned,to.-work on,)···· 

~ fianunabJe liqUids, it will not ~ effective 9D 4 deep-seated paperfi~' , .. " . 
" '.;; ::: 4~"eI.bibits beshe~v()d on steel sI\~lving (and in containers; wbm:e op~tical) in an 

'. Qtde,lym~et ~ J~~,.not janlmed inktc;v~ry avaUabIespace-tecOl'dS $h9uld also· '" 
belihelved on$teei sluHvitt&and' stored in an· onter1)' fashionwitl( aisle space = 
~infliningclear(' . . .~ ., . '. 

5; cxhibit ~d meow storag~ ~as n.ot be used fot stomge of other materialS . 
. . including s11pp1ies~, " . " ?c" , 

. ..tj~ ~Xhibit ,andmoni stotag¢ are~ be ch~k~ daily;' ' 
,," ,":-1 ....,. ," /J.' 

~.~ 

:/ tFrol\'i'''Rtc\l:t~~MatI.~~btin ~e ·~Im .to\nt. u!i th~stato Of ~S()II. FounhJudici.-.}jstrl¢t .. ~=~\, 
~w.'Ij.u ~1Irt Rc;:o.r<:s ~~men~ Systcnt",by lioYrJd p. Lowell ~Jll; 19111). .. ... .. . .....•.. '~ ... ~ 
,9,;' . . .. /54'· ....;, 

;'>;l ,. ~ . ~ .' _ :. II'" 

" 'it, " 
)V' .,[1'--, 

.' 1/',. 
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APPENDIX Ji)~. =eontM11fng the Use o.f tXhi5its"in the Denver:fJist~ic~':C'ourt:' 

, '. EX~ibit~~:pc~~,-:,~: . . .. " 0 ' 'it . 
.... No-;_' ~ ......... -+_~ ........ ...,.".~ ___ ~ 

mSTRlcT .~<lqR1', . < 

S~CONO JUOiCJA~.n·tsTluc~t OF COLO~JID;O 
, \: II r, 

,".\\ I 

EXHIBIT'RECEIPT. D . 

", " - . ," -

'. ~.'\. '~ ~r·~·-_-·~~.",,~ .. 

°AABB'GCnS EEFf GG"HH nn KK ·LL.14r.~NNOO·PPQQi liB. SS:TTUU~V 
.WJ( XX.yy,~Z - .. .;~ ... :.~ T1ans.ctip,~';':":..,.....;~_,..;;,...;."-:-'r'-""""_+--";""";";'''''''''' __ ~~'''''''''_':-_'''';;' 

.. \1. .'O~ ..'. .' • :' 

\' .. 
""; . 

1\ . 

-. \\ . 

. PEi<EN~~·~;~~ilnrs. . ... 
" ' :" -:-'--=:~~"'"=-~;:;= ," . 

'1214 5' 6 7' 8~'9 10 . 11 1213 /-14 . 15 '. 16 17 
2$2~'272829;031 ,3l33 34.35/ 3631;38 ~9 
47: 4$·49 '0 ...... ;.;.;. ~ _Tta~script~ ............. _. -·."""'1 ........ -..,----..-------_..,.......--'-____ ..,........~___' ......... ,....,... 

. ~ : , I 

" .'~ pateae~eil1~ ._"'._."'.,..~-.-.................. ....;;..,.....;.;--.;._. -" .......... -:lL 
··;:::;~d.. ... ; 

.... ", . /I' . 
Dat~ se.ntt~SUpre.n('Ct. ____ ....,.......;;. .................. ~....,.... '" Oate~O' be. dt:~lroyed < .....,., .. ,,+----'-........ _--'-.;...,.;.. 

: . . . , 

D ..... ~edi""'~ ~;:l ... --.. -· _ ............ "","'~'''''''''"",--", 
. ..~. : 

.TaI8ed~I,'""i ......... _.""". ,...,;..;;;;...;.......;.......;....-.",..-_ ... " .................. ';' .' 

... ~ .. ·,1\ .... 
. " ... " .\ 

II 

Date'Notice Cards .l5;enrto attorney._ . .;.,...,..;... __ 
. " . .' . . . .' 

,J-

-"'1:'. :.1\' II. "1.\ . .. I . 

~"FOtll\~l. (U'n~fl)/e 
. i~ 

,0.-,. 

Ii' . f) 

.;.'"",-

-""~ 
.~ .. ' 

, I 

Y. 



JI 

" "~n° 

. rrq ALt,;ATt()RNEYSIN~aE 'ABQYE,d\.SE: .' 
un'tessfhi: .~~hit;iis~itid~~~b~~~case· al'~ijwithdra;n' '~iihil) . 
'O.days~bey will!lbedestr~yed .byOrderof C()lift. '. ". . , 

. 'C~ERKOFTHE DISTRICT C()lJttT 
[Date .... · -..,.-....,...-""_ ........ ~ ........ 

~PLEAlSEPREsENt THis NOTICE, '. ' 
'> .' ,·'lWHENREQUEST(NG~EXHIBlrtt< ••.... ' 

<' R-gCEIYEDtJP.aindff~s ·.p't)eleridant·s 
'0 ..... '. 
' .. Date ............. _...,.,. ........ ____ -

-.. , . 

,:.'> 

• • 0 ," • j 0 _ .' • 

('I, ·1JA.tto~ey f9.rPI~intiff 
~4tt6tn~)Co ~t_l!ef~Qd~f 

, ,~,': 

.,; 

.. "': 
. , 

. DENVER COLORADO 
',',; '.' 0' _0 , •••• ,., .' 0 ,~. 

·· .. 80~~ .. ··.,...;..· ~ 



x, ... 

, ,~: 

'. APPENDIX" 
'. SIYTING··POUCy"OIEXH"lt· CONTROLIN'1HECIRCOIT' 
. ··'COU'RTO':MOLTNOMAH.COUNty,O.lGQN 1 ~' , 

•• oPoSEDCIRCOITCOUITEXHU'IT C6NTROL.,.tO,CeDURES 
i " 'OaS7/120andtbe Gl11W9tpciUc~ of~e SUPtemeCoUrtallO\\" f?' tbefolloWing"p~w 

duresJeprdinghandUngrutd'di,SpositioIlofeXhibip;:' .. '. .•.. .' ' .' ' .' . .'. " . '.,' 
&.ClYIl¢oHJ . ..... ",,'. " .... ,.,'" i .i·i ,. 

· ii, A','I'fteclerkS must attempt (o{)btain Ilstipulationfi;oD'tthe Iltwro~y~atthe\''tonclu~ ". 
. . .si~n oUhe trialon tne recotdthattbe exbibitsmaybei'el~ase.dat t1iat.time~ 
J). If theeXltibits arenotteleaSedat the~onclusion>ofa,c:ivUtrial~ allexbibits are to 

. ~ fOrWarded to the or~itCq~rt FileROom:E7dlibitsate, to be accompanied 11y ..... 
an el(bibit",,'eipt form;'!'heexbibits ~com'paredagainsttbe ~ipUI)1'iJl to· ' . 

. verify that all eXliibitshavebeenfiledorothetWiseaccO~tedfor. The exhibits '~. ' 
stotedforthedUratlollof the aPtiealortheap~li'~od~ ....... . •.... ' .' " •. ,v 

C."AttheC(tnclusion ().f theaP,peafor appeal period, an()ti~;wi1lbesent to the' 
att~meYf:l' who' introduced tbe~xbibit$ ·.!'¢qu¢sting thai,tbeyobtain . ai'eleas~ of .' 

.tho~eexbi~it:" which th~y en~d-witbin, (jO··days oriliey .t"Jillb~odterwise 
,dili~sed :01' by the court ..•. ' .. ' '.' . . .' .•... ". ..... ." .'.. . . •... '. . .' .' 
D • Those, exhibits which are' not retrieved bYtJiea¢tol'lleys who introduced them are to" " 

" ~disposedofas discussCti b.Clow, ' . ' 

< 'i~.Criminal'ca.... ' ." ' .. , . "'. . ...• ,,: . '::., ..•. 
A. At the conclusion o.f a c~altria1~aU~bit&are to be forw8id~ to theQrcuit· .,' .. 

·Q;J.ttrt File~oom. Exhibits· ·~.aCcomP:~ed by an exhibit teceipt fotm. "'Th.e' . . 
. .' 'eXh~itsare (:otitpare4 against therece~· tvhnto v.erify tJta!.aUexhjbits havebeell 
.... nled~r oth~se" B<:counted for. The exhibits are stored for Jive y~. AU m,oney , 

.,: ~atld t,>~tr:lban~WiU~ stGted1n. ti1eC~cuitCoUrtvault~· . .....!' '. . '.' 

, B.AtAiie conclu.sIOl1 of five Years, a:, noUce1!hould be sent to .theattGI'lleys who 
", ' .. ', ,introduced lliee1hibitsreql{esting that they obtain release of tbose eJdUbits Which' 

. they entered witbin60 days or theywiU otbel'Wi$eue difilptlSooQf by the Court. 
·,C.Th9~~~xhibits'which ~~~9t~~eyed~ytheauomeys who illtrOducedthem.are 

'. "tobCdifilposedo!; as disCtttjiedbelow. ',',," .' ". "..: '.' 
.1f.~iC fl,katlons', .' i. .. . 'f, 

. A. DOmestic Relations exbibi~ will be procesSed the SlPDe man!fl.et as civil exhibits 
.. ', .....' eltept where the Court may ol'4er' exceptions. r;' 

··lv;.p!spOsttl.of.b'~tS; " . .~" . .. .... ....,:-. ..... , ...... _ '" 
.. •.. . Mter ·theCoUtt A3mii:I&eratof has made'anattempUonotify tbe 4w.lmeys regarding ,. 
. . ·exhibitsin.tht ~urti~pos!l:ssiOn. and '. the attOrneys Juw~had anoppn~ to 

obWnthe~leaSe of any exh.~tts"which theywispt90btain foUQwinithe &al' 
· '. jVdgment.:theQ»urtsba1lllSCth~foU~wihg~~ f()r ~llingbf.~U xenmning .' 
· ,~xbibiw; '. . ' .. ' ..' . ",'. . ..' . ' ..... . 

. A;Tt) the extentpossible~ay, exhibita~an be 11ste~ by C1lSe number (identifyin~fthe 

"',/fot~W_t¥>n,,'~tact NiCh~IJ).'HlU. o;I,1itAdmims~r. ~M:u1~inih .00unty en:ut •. 
. ,~.~~~!n2Q4' '., .... ' ... ' • .•.. .... .:,'." " •...... , •.. 
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R ' .• ~itJl~bet m4~C)fl)tjl&-O pattyw1Join~llwt._ibil;iI'k},~· . 
, ·.-oHiOll.jud&qltent c 

.••. . .:',<:i;"> .......... ' .·9c .'4',,~~_ ' 
8~.$llcl1iS~sh.aUbereviewedbytbe;,(l)urt~_rtq~;Wll_." 
" .. ' 'e~i6itslt$~nsb9litd .. ·bC~ofin,lt~'l:onrity,~Q1befoUowiDl·· 

, inStiUctiou..\ ...... ' '.,,': .;,', ...... "0"<;. '. ..' < "" '-i,.', 
.... C. PhotO~Mi lli"~·~d.tniS~n~~rexht1titsJltUl·.be.desb'Oy~d~· 

Pby~ itemsof -no vatuo wm its8 be desttoyed~, ; 0 ,·d . , 0 

D. Alcoholic 'Beveng~ will f» *,«royed. " .... ,.. '0<, 

B:F~fA~pling~:!ORS,1(i6.280$alfii~win.be·turn~d h~tQth~ 
·.S.h4:liff'$Dep~~tfotaestiUctiofi.A~ willlM: obtained ~mahe Sh~j$ .' 

IT,; . ", -', ... ." . CO .. ' .... ~ ." .. ',:',' ," .-~ '.i"' . ,",', ,.1\ "", 

.• ·..PeP~t~y1hcurtMn1iniilrlto ... ". . ..' ' ...•... "\\ ., .... 
f~.iUeg~ Drit8$. amtN~tiC$: ~~ ~qORSA14.nf.U,.aUUleg~dtugs ~ •• ' 
' ... ·~ticsWiU~.\1mled'overto~eSb¢\'iftts, Dep~ft~fot4e~t:tiQ!i,~~.ceipt ... 
'winOeob~~mUleS~~s~tby the:Couit'Admini$tni~~. ',,; 

(k JUegal 'C~n~Alln .. ~llane(iU$, l~git1C011tra,*,d •. such ,IS,»arcotie 
..... , .'. .' .' parapbemana:wi1l~:tl1~ over to th¢Shctifffsnep~ntfor desbuctio.n~ A, 

. .. . .~~ipt ~ll'be' obtain¥fi.l}mt1WSh~;sJ?ep~Dt by the Court~diuln!a" , 
nator.· .' ...... ~. .. . " /..' .' .'. . .. ' .'. 

',}f~ .MisceUantoU$ItemscfVlllue. QRS1:J20 ·i$6,CQw)ty.Ol'dinimce No. uPiO
'.' vi4es thata11 itemsC)fyaluevffli~b~JlotCovm~ 1)y ~e p~~Categortes. " 

to be~edover ~the~unty De~tofAdminfSttati:ve Serv1ces{orsalc.. .' 
" ' .. :, :.1,'; .' ':.c, .' ".". ,': .. ":',', >' ",:' ,-._: '. '. ,": tJ' 

ImP4trfCU\trQuIii$ . " " ... ' .' .' . . .... '. .i\ ' ". . ." .. ' . .... '. " ~. 
1.1lxbibi~must'b<icleafl)<nliu-kedwith tl1e apptOpli~~ casenUtUbet~ 
2 .. Al1~ib{t$,must.\1¢JPtl\~.intd an,4.$jgn~ .. rof iir ili~ 9tc~t C9~ Fl~J:toom ... G 

" 3~··AJlmQJleyand·~ij~b~ ~~tsm.U.~~to~:iij1 tlje:~cui~Co1lrtvauIt~ •. ", 
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Or9rni~at1Ori0of .,.cal3e . f:il$.'p~l?~r$l:~":he . . . ' 
CJ.iji©uj. tColl"rtof·Or anieo' ,Count.y '" Flo.rida~",-;,>c,"" '.' 

"1 o~~j=(,~~\., "01 -IRiC~IPT~<?it'lNFOBMATION 
..... fNOTfcE{' .. 'fp,R,AECIPE . {*i' ...•. , .... .' 

IpiTlWl:ONS" - 'IWITN~ssstij~OEN~ . (If) . .. ' 

"rAPPlh:C1\~IONS ...•.....•.. '('.' ........ '.. "; ,:I'O).THSOJINSOLVENCY-~·- ", . '. 

'l$ua~oE~~FOR 'nEPOSI~ION '. "'~:tAS (;) .' , 

, TADMl;Tl!DEVlmmCE' ...... JS~~T$ ,OJ 

I FI'~tGaRPRI~T ~HEE'3; , ' ., (fP~RENTNOTICES 
". . . .. II ,~ .. '" 

VElIDICTSLI Is • . . .... I 
. .' .' I 

.' DEMANDS .• ~~ 
'. '. il· .. :. 

;~ 
~., .. ' 

~NOTE;: 'l'lME,~tt'~ALL p6CU~Wl'S'WITH<THE~XCEPTI~~ o¥< 
.," ~" . :;'" ..... '. . . '.' . .' ,i' f -. .' ,. 

, 'TliQ~E~OW MAiU<EnWI'l'li (*)ON, .. FRON,!}OF'; 
. ./" . ," .. ' .;. '. '.: .... ;. ' .. " .' "'". . /,: ... ~' ;", .": .. ~ 

'b~MENT AND [\1jt TOP IF POSSlaLE. ~!'OOCU)1ENT' 

'. "./"'6. OF. MORE 'l'aAN ONE llAGE, TIME ST~~ACH PAGE. 

, "Ii .' " ,r,E!ST~N;BOTHS1:DES'AT 'TOP \J ' 

t;" . "",' • G· 
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• EXCERPT' FR()MmEi,KOR.D.~.ECORDS\llmNTtON '.' 

<" ..... " :," .••... ~ •...•..•..•....•. · .. 'o~.~.:~"~~E~~~,;,' ··· •• · .. ·0 ••..••...••• "~ ." .t; ..... . ' .. . 

GENERAL REeQRDSSCtfIDQLIa.-Tl(Revi,ed.Febn.ary,· .' 
. . '. . ...... '1911) .. \:'. . ..... ; .' .. " .... .. 

"J , .. 1- • 

z.··MIsn~NbR. CASS"FILBs(AP",)' 
. ··fEAt. .~A$BS :fRO!d', t-OWBR 

coURTs' .. '. AND 'WOSB"MlSD'B;' 
..... MBANORS .···Aiu~~(l.OUT~P ... " 

.THBSAMS cmCUM$r~<:ES AS 

.•.. AUTHORIZED 

.' ;DJ~PQSITION 

.' THO.saOIVJNGlU$ETQAllBLONY· .. 
THArl$.A.L~()~~9~)< ". . ',>\,' ............ ·...'e, ....••.. '" ." .: 

'.. .Th"s~case;file~ ot'tlt~~i~~!lit:~~.~;' ., tt~~p~gs.@~~~otlons~ 'V~~<:ts'" 
...., .. ·.·~·1'~ente4by4mtivt~tutaetsuau;;:· atid·~nte~~~tly~··RetaUia.Uothet··.· . 

/ aUy!ftled: . incitlier m.nnencot .supportin,~men1Sfoi' five.(~Yearti .• ' 
.. ··clUonolo&ic-numeticQrdef~'Th.e series "~er dispositio:ll of'~ (see definltionA, '.' . 

contllbls the defelldan~~sappealfiletQ .",.above).andpas$age of appeal ti ... J»erma· 
.thiarioU!t.ltcontains oriSinal Waper:s, ·lient.dOC\l.~1SShuldd~. mwro1j~ ft.'r 

. pleadhlp., ·andnnal· jl1dwents ~f the. ' .. security .. ·and p~$iOn.· Jt.tlliS. ~dori~,· 
.,~al casc~danotlter-originBl.>pa- ..tbe~rmanentddculQeQts are to ~ retain~ 

. "~J pleidings ~·ftnal judgments of .inpaper fOio'Dl.for fivc(Sl years, after dispo-: . 
. " the final e(m~st. .' sitiQDOf .CWS.1.land pasSlJge of appeal time; '.' 

r) . andoffere4 to dle'FloddaState/~bives 
C:j . fo~ possibleac~$sionmg priort~desilUc. nun. ..... .. 

. . . '. $t IIJ'.vaNtI.£CAsa:HLBSO'~-~cc~~-:- ~.~_;_~:""C,:,~~~; 
. The,e recoJds of the Circuit Court ton- ' .. 

.. 'sist,o~juv~ec())!E1'tcases. including ail 
petitionll.and.oldors1ile~fPlQ.a4ings. '. 

. .~~~fi¢.!~Ji»1~~pf~~-7:-'. 
" .. lp"$,'wll'mlrn~()tber·writs,~ocialle.c"..··. 

Ords<;oDSistingof l'CConisofmvc$tiga-' . 
" .. ' tionlf:ld treatment~amother lfutOnna-

.,?F~!~V:;;: 
a:~~' fi~ \YbiQb·~hotn@nta.man ~.'l>estfoy tcn(10ly~arsafierda~oti~~t 
·otder~ef1UY~vi"'il p$l~nt .. entry:·td the iil~~pr uPoll';clilld~achmS ' . 

. o£tbe ~itollf of .~h~.·· ... " ,ale 21, whtchevetQtcu.-s tif'&t. . , . 
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.. "'APPENbtXJ 
~ . 0'" - 0 ,."'...... c. CI , 

EX~BPT FROM RH~e ~SIAND RECOIDS MA"AGtg~EN" ". 
. .. Rm~~110N SCHIDUil'," .' "' . . 

_. '.< : •• ,::" .6' " .... _ " -", . :,.:": /" .:,'." . ~ .. ,) ~ =- .. ,~.>._ :., : :~.-.: -,;"~: .' ," .' 
~.Ef:D1DSitt~NAG_Nr.ITENtION SCMiDULf··· 
'.~ .. ' , . /1':'.; . . F'==' <.... . ...,'. 

S,,-,.rItrCou'* .' ""'. . 
'Crimlnat '. . '. '" ,'~, 

¢rinluw.A~'7case Foldet$. DestroYartef 19 ycllrS ,,< .' ........ . 
. ' .nd1ctJne .. ~Ca$6 roiders', """ Destroy-aftet50 y~ts:(soreeJi), .' ' 
Card Files • .' ..... , , . ;, ,PCnniUlentl'e~ti()n(fit.n) . 
ltl4.ex, BookS' .··~an¢nf~tCntioi1 (film) : " 

• ID.i3cket Books '·Pcnhanentn-:tefihon(filrn)., 
..... fl15Cal Rel»ltIS '.' ". . De$ttoy~yearsafteriaudit . 
·\$~llQgraphic,Notes-Criminal.Appeala Indeftnjt~~tention' , 
.Stenographfi~ N~re~1ndi~tmentsInd;finitete~l.llica . .... ..... ',. .' .... .... ,'. 
Blthiblts'DeS1.t9y f9Uo~;:Ifu~!,;'o'ppeal~; i"etaill p1.lotc '., . 

·····9r,·~~e '. . . . '. 

CIvil' .' 
6ocke~ lJOokS' . 
lIidexes . 
J!ldgmentBooks 
,CivilAttion~Case.FoldM$ 0 

"CivU.Appe~ue f:olders .. 
E~ibits •..... .. 
S«enoSrapbic No~.. . 

. 'Miscellanefill$ 

. < 

T(IlOacriPt$ .' 
Crhnmal 

..... Civil'.. . 
. -Depositions' . 

Criininal 
0· ·····1 .. 

". '.' VI, . 

Naturalization. '. 
Archival Mat~aI 

"'. " 

'. .~Petniallent (tx>1JGlblefiiming) 
··P~nt (possibl~ filnringl ..... 

Permanent (Possible' filming) '. 
DestJ:Oyafter20y~ (~x~pttand) .' 

. Desttoy after 2Oyears(exeeptlrunll) 
.... Destroy Qf rotum undet Rule .. 
In<Jefipite~tetel'11i(,n '.' 

",' ," . 

. In(Jefinite n;ten~on (life of' def~)' .' 
'Dc$troy3f'~l\"20 y~ 

.~.t~exbibite ", 
.' "., t)esti't)y or tctw'4~. elthibits 

PcmUcntretention: 
S~hjl8torage .... 

r::;I", .. 

;',':, " . 
,". " 
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··.·EXC •• mFROMTHEcotORAdo,RECORDStMNAGIMIN'r: 
' .. "'NANUAL: ANQPERAnoNAlGuIDI'UPARED;11<·· . 

··· .•. 7COLORAoo··JII0I.C'AL.·.I)EPAR1ME~~t:,PERSQNNEL·· 
.' 'COlo~J~ctai'~n~fit:O~l~,StA~ . . 

, . . O)urt AdnUnis1rJltot~~ht,97.$" , 
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'~terl .. '. 'Ctcati9n ()fRecow (lteserve4) ; 
. Cba9ter~' ·'titendM ''ana: Disposition of Recorda 
. . ", ;, lb~ucti_: .,. .'; 

o 

G¢.tti lttStJuCt1QhS '.' , .'. 
.,' AudtOiity~;l);5tru(:tipDOt Tntnsfer 

.Mic:rofi1n:dnS\"·'. <:. . .... , ... 0 • .... ',., • 

Retentlo~ and DispositionSchcdules ' 
'(aowtol1fi~ThisSeetion»" '.'" .. 

~,·;<~=~"te~~~ .' 

;.1 I'· 

· COrOJl~l' ie.f!otd$, .' 
'~UntycOurt,~ids ..•. 

.. ' Court ofAppeals~ R.e~o1d$ 
Distrlct~Urt 1\woro!l . 
&hibi~' '.. 'c:,. 

.!:PisAAl~~!' .• ','. . 
.tn~OtatiOn·R«O~ . 

(City and TO\\ltl) , . 
.Jury ~ords: . . . . . . 

. . Ju~"ce. of ~Pe~R.ecords . 
'luvenUe~otds '. . . .;. . . 

.,." L.ami R~gisil'ad.onand Titl~ lli@oonis . 
. Marriag,,' Jl~olds .... . 

Mental HcWtnRecords ' .. 
'8 .. , 'Mining acco~ . 
. , MuhicipalCoiut~!Ids . _ _ 1J..; 

.. ,' Natutaliz:atiotIRecords, . 
.llusspon~onls ' 
. "PayrollR.ecOrds 

Pe1Gonl1e.1,Records 
' ... ,Probate Reconl& '. 

· ,~blltion Records 
· (Adult,1uvenile) 
ReporterNo~g ' .. ' 
StatisticalR~ordS 
S~CoQtt R~ords' 

. TraffiC: R~rds'" . 
. ' Watel' R~rds . 
·.Welf __ R:ecotds· 

Fonns(ttesetVed) 

•••• t. _.- •• 

', •• ,2000:; .~ .. 
. 12100 

.' .'.0 § 2200· :;, 
'. '12300 

.' .. 

·',§:2401·· 
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§"2404·· 
, §240S 
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§ 2408'" 
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§2417· . 

"',§2418 
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12000 . 

'."'. ' ......•. ~e.S.tate.ArC.'·.'··· •. '~.i.Vesand ....... Pq .. ".·.b .. ,,;.~i~Reco ...• · ..•. · .•.. ···tds. Ac.,t.,,~. S.·.· .•. l.·~.~tl.li§i.2+-8 .• ·.O;;.. lO.·.1 ... ·tbrou.'~· ..•.. 8h.112 .. ' ........ :. 
· penrutstbedeslN~tionofco\ltttecQtds inaccot6ijce withMs .man~tt ua~nded; '.' . 

. . ', ,'.. '. · .• The,provisiOn.s of ~ .. manuaIfiive, beentlpPlOved Ja'pl'ittcip~by,'tbe ludlcial; . 
..•.. Dep~nt.'tJt~StateAttoi'ney (Jener.ll.tlle$,J~Audltor~ .. ~tlI~ $lt~ Afchiviat.,·· .' 

aO't'Jever~, the statc~n~ of policies co~~itttheitlsttu:cij~n$andsf;hed~es ~no~,to 
· .be ~en~$lthorltf'to~destroy ~ot'Cl$.lt!sinteade@o~y f~ ipdiQate wh.igrecQ~thtL 
"JUdici~l>ePartmellt ordinariIYWilfpemut~""~$troy¢<l tl:LJwhioblec(i .Wi~ havo to, ". 
o bf:microtilmedprlorto"d~1Nction.N()'teeordsDlaY~~d. ~stroy~d~r.traIlsr~ 

wlthcuithe.specifie approval ofthC'Sta~ ~. Adtnini$~tof()th?sf(cf;o . .ManIg~m~nt ..... . 
.... . ' Officer. Finalauthq~3tion·foh:nsfr(unthestate Atcldvist are~sg; 'teq" d. ,,' "., " 

"~~i1~li:~;!:~~:a=gt::tJ:f:C¢~::::~:4.6~:b~: •. ,:·· 
. .' encouraged to elanUnethe 'tecbrds iilthcircus~y ~ththe'liew lOsee' gibe transfer 0 . \\" , :=~:::e=:!:~:~<=t~::~~::=I~~e.c ~Si~~~~: 

·Qmceo(theSta~CQWtAdnUrdsttator~o~UYtraJ)sf¢l''' .": .. , . '., ...• '~,';/,\ 
'" '. Att¢i1tlQil, isinvitefLto,.tiet;thAAw~housmg of letOM$.,j$ pennitte ,"ul'aPPtO\red 

. , f~ifitiest .:-S ~ alt~mative toDlicmft~~~'J1l~ 'statement ()f~ll~i~ w~lcl i~catesthat 
rmcrofilming ISo,to be requuedasa.me:teqmsite ~desttuctiOn,l$'nottQ .~cn:as n 

. '~~endatio .. ibat 1'ecotdsbemic~6Unedand d'estroycd.'rhc: eXPeDsct) ntiorQ6lrililltJ ' 
~houl\Hx~ a'V-~i~d where.ver secUrefm;:iUties,8te .vaiJablefor ;he~scrvatio~'Of ~~. ' .' 

, . ~ .,Before a"nUcrOfilrriprojectisco,mmenced,the cledf~u~fbe ~ertai . that .. ebas 
developed al'lan whiChwilf UGcilitatetetrieval of tho, m:o!ds!fu>11l th~ film. is ordin~y· 
isJ)9ssible With()llt the, c~81i:ion l()f'neWindexes.COnsult.Qille Office of '_leCourt 

'" Ac,1miJlistl;Ator.,.· ,,' ... ' . "" . ' .. !,' ··.D. ',~ < •.. ,"". • ..' ..... .'., ,< 
, iTbeinstnJctions n=fetto~rds'byCategO.Iies of cases ancl'byu\lWI,e.Th G app!'p~his 

.. :n~§Sary ~ause()ftheWide vorlance·in,th(';labelsll1icd tl:wougbthey€ii~ .' ..' 
, , . Althouglt:the insttUCtiODS im:lli:ate thai the ~tate COm Administrator iUoonSi.:Jet 
, requests fo~sion WdcstrGyrecords ohases'fe~tiv~lYBOQI1afi~te' etiQDl ctcrb .L 

\.., . are cautione(fto l'eviewthe ~man4forrecoli\V!s of 1fic.v~9U$eategones'b o~· maJd.tig . , ~~1}' such requests. . .. ". '.', .. ' '.' '. . '. 
"c_~<'~' .' 

. 
. \~\':, ..... : .. 

~.: .. 

. c',,;~cc"'L~~;-~O'L~~"~~> ' ". PREFACS ,. '" 
~;. . ," - " .. l\, ,- __ . '0_; .. " 

.:''';,'fbismanlJalis llfibUshedby the O;Qiee of ~ Stalo;CoUltj\dministraundettl1e 

.. ~\ij?i1 of dteo.>J?radOS~~IileCQult~It 're6.~~~ontlliu~&re8po$ibiUtxt,o .'. 
.8 •... l\~.ee.an~. adoii... . DIS .. fer ... '.th .. e eo. u.rt .. s'. ". "t(lIU. ~. ~s •. ted .. ,,,m ..... lb.,. "~. ,Cb~f .... li. USti. '~ .•. ~. .... J.i .. ~~QIO.' .. " 

Co~tp:tbf Arti~le ~.~ftheColo~oCOns~tuti~.\. ' •. ',.' .', . ~.'~ ", '." 
. ·.The.\DUUlUa!ilUtially is abasl(~ WQ!king, gUIde fQt_retenU~nan~ dis siti<lg,o,f '.' 

'C.0Ult~Ol~.~t.somcfutUj;e da(c~ procet11ures f~l'rcC01'd$':fCati~and f(l.~ ~ .• ~~~ 
tll)n wllIbC'~blJSbed. . .' .•.. .,'. . ..•.......... " .' ,,,:i(",~'-. .•.... . ..... '., 

· .'. . :!he p~~purpOseor tb¢ ~ual is to ~Ip ~o.m ~dL~I:~~lfatOm anchl ~. ' .. 
"the ~vedn~tnJwlmneotplP'l' and ~Otdl~Vbll.~'. :(l1l{b~,~J)" 

, ,. /' }lSS~ce incl~ ~f?viswn$fOl'<l,~trig~t~"'C:1io~ J.lf:r'~;O~~~~L .~ 

.... ."\ . . 61,."'\' '" . . . 
. ~\\, . 

... : .... 
.. ~ .. 

] 

.'11 ' 
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,wcdimbf~~,U4;trmst¢oi~.Thil ot'fiC4w~t_s.eommenf$'~d·" .' 
".;' !.~~~.Jfrtlni andeparcmeJ1t~Met~, . . .•..... ' .' .'. (\ ,. ,.' ,'... ,el' ." ." ~ .. ' 

; "; .1bemanUllprO\l'des illfo~nm.creat • ..uaftd.~.'t{) ~phiilwb'~ 
-tiOJl~od$' W~~ett.lblI.Jicd~.1'U~3S!;aedUt~s\vlJJ l;Je~eed insizeartd ~n~JltO!lce . 

· anJ"l~alQti __ fionperi04ha$ p~0sell, •.•.• .d ..•. .'~'i'..... .,,~." ..... ...... " 
the CbJe{ .1usdce~p~u~haaPPteclati~n aD4.ackndwledginelltJ~ fh4'Ula!1Y .. 

. ' .. ' judg.jadmird.tr.toJllmdcletbWho con.~ ,tbeirldealandbowledg~to:~, 
':Ql~uaL Allpreciiitionis also':e~'p~sSed to, Edwm T.ZimnY, :rr.ofthe.driUDbtra~r~s 
'otn~ whoCOQldinatedalldprt;.,~th~ iijan\W~ Speci.t~cboWledgmentis'.stven to ht)io 

"1J. 'flau, fo~rly ofthisoffice;Whoptq,3te(I,theli$cal, Pe.-sonrlcl. Payroll, and 
St2$tical Schc:duleS. '.' '. . '. ..',.. ..... ;'. '.' '., ,......, ....... . ..... '. . .'. ". 

· .' ..' Themanuai hubeencoozdinate.d 'withtbe$tate Auditor, the S~~·A~bivistt audtbe 
Atto11lCyOe~eml~1lteirtoOpc~d~n.d CO~llfsb!lVebeenm"st!telPful. .... ..... ..' 

'. .... . . It should beemphas~dtbatftli$nianualis tbei!a-st official atte,lllPt Pt AllomdO court .... 
. . b~tOry'to dispose of Court records. 'Tlie manual is. iloa ~.·We roli~l.t,~,patieJlreand •. . 
"UI1def5WlWngQ~~U·,co1n1p:c1'Sonnel d~&tbe~ting·petiOd,.,antt~s~'·~llChOli!~wHt '. 

·co3pttfttein.rcs91Vbtgproblems 1hatJllst mse.,.' "c, .', ,. . 
.' ., ~ '. _: " ' ..n ", ..'_i; 

. '.}IlU'l'y O.I:.aWSOJi .' ". '.. . 
StateCotartAdniinistrawl' ' .. 

. M~17,197S" ', .. 

"oi~lOO. " .' .;' ..... ' •.. ,.. •. ,. '.' .. :,;,:<. '.' ". . ....... >,,> to' ")'/' ,".: ... ' .,:,;". j 
. .' .,' .'All~IerJc-smus~compl.ili~';fonowingbiWiCele~n.fS when reQUesting1he;fihmlli~'( . 
. d@oQruction, or transfer ofcounrccords,. . ·f .. · . . .' . '.' ;". "'", 

.... l(~Prepate ano!;CUrate lisf oirecords by type of record. v()lume. apd date,~ . 
'. ' ....• ~ubtnintto the Offi{:eoftheSta~CoUrtAdnUnistmtQr:forapproval . 
..... Z.Recelve.andcroflll@1 clearance for aU 1i1m. work priorto·culY destruction. 

:l.Recc;\v~a s~8rcbiv~S~{;learl:Ulcie;QI' court a:dtninistra~r letter clearan~, p'riot to 
,an), destmctionol' uans£erohecords. ..........::..,.. .... '. . . . .... 

· ..m mrumycases.clearance fotrns. will be mailed madvance,'~IiiniDlUing the need to 
'.' . tequeoapnor a,proval.:Jn sml)),cases,cierksmust uoteon .• the clearance" form· the 

informatiqnin pormgrapJi4 1aboVe; , " ,. . . . .' 

, j\UTH.ORlTYFORDESTRUcnONOR,Tat\NSFER 
----

12200 .... .' . 
" .. . ~,Requ~$tlor Authority;Usea'shnt'leJetteito'~Uestautboril)' to destroYQf transf~' 

. records; No additionalfoJU]SwiUbe create<) for;tb~pUtpOse.see §24Q01'onwo ~xlmlPles. 
of the iypes ofirifotmatioatequited. .' ..' . . '. . ' 

1220i... . ...... '. '.' .'. ...... ...... . '. ........ . . 
· . ;' .:$t~leC~urf AdntitJt$tralorP:YQcedu,e:,tJponre~ipt()f a requeSt fur authority to . 

() .' di~seof court ~ord.s; ~ Smte Court ~dtninisttator\'lJin review the request. @,id~ as to . 

:--:;-; ::","-:' 

an~ records ~l'Oj)Ose~to be~strC)Ye.d.notify1he:St~ Archivist.·Attomey Qene~, md. 
'. State Auditor, and, upo~fiwAl detenninatiop.iSsu~ theapprOpri~teclecmmce to the clerk~ .... "~_." . 

_etclentsbaUtetUni tti~: cJc~cel?oUn toth~State Atchivistwhenthe autho1'iUd=-o = " 
. disposd1ta$ ~n ~mpl~~d;., . . . . '~\,." ...... . 

§2202 .... ' ... , ....... ' .'/ .... '. .., .'. . :,,;~. ...0. 

....... . '., l..{el'llOds(JfD~$~ctiOl~: Jl~o~whichU1avObeeq cieatedford~~ctionmay.b@ ." 
.'. bUrned, whe,te ft~~bUr,i~orSili@!2~G\1R;. ouold andiillispose<fof as wasfe,~.,;t'he· ". 
CJeat.an~:~do'nn'wiuindica~themethodd allowed., ". '. '. "'""I:, " ;. , ,." .:.. . , . . ',-,' . , ' ~ . 

'. ?~ 

'68" v" '" :c:::s 
. ,,' ",).', ~,~,~ 
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'~C1tOBU4flNtl .. ' 
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'12300'" . " . . .' . '. '> ..... '.' •...... ..C:' '. 

. ? .Whtit~equJri4.Bef~submitti~{}ateque$tfuiikttlto'~tO'testtQY" 
wbiclt··r&~~l'i!$~ fi;~m~H(jllC'- tettdoed.··tb;~_roti~mitilm . 

.• ~ §2401th~j'4,~Zl~~\\trJtlntl:oro!f,~~fo=dto~__ .... ' .... . .,,~ fi)ti ' .} 
'.' ...•. ;-any~()rd$ ~t alveredm '2401 tbmugb. fZ429j~Multt'he:()mce:of~. eSl"lfCO_~:~Co-~~-c~~c.~~='o= 

" . . ',/ufmiilistra_;Micrafi~Ji3tokdone~dt\}~n~ 'of ~ court~tb sUpplemental . 
, . .ltindBprovided by the Offi~, of the$~le Coui,Adndttisltatw. " C': ;" 

... 

. §~;c)l' .. ' ..;,,;0/.~: ... ~, '. ;;~, . . ...... . ' .... , . "'.' ..•. il' ' ..... . 
,~\ ReQder.Pfinl~rJltqld"ed~N<nt13ilotd:le1js1hm "23 ycarsoidwhicn has be.enau" ;, 

'rofilmeci ~y be de~yetl urll~$$'ru;~ecle~fta$,pi ~ji$'ioffi~'l~~qwpmcllfwhitjb'WlUo;;' ~;'0 .... 
·~t the~rum~~ r(J~ ll~~~rep{od~ fuapprolilnatetytheir()rigRnal'i . 

.. ·size; It litL~~nd~thffsuc~e!;lufpmont be; seem-Gill .bcforenli~f(.dftb'ih8!cr$lar'~~ •. · ". 
.cRF0rds@V@f 23'yeaJ:$ .o_dmay t3~Sft()y~ .aftet ruic~filmmg ~Yided ~re~r.is 
,.av~le. ~J1ic@[).lnaybe ob~ UpQrt~uestftonldte$tate., ~~ivist. . 

'. §2g02 .... . . ..' ·c.' ,," ,"100' .. ';, >,,~'6 '. ,; 'i;, :" ... ' 

'.' . Mlcrojilntfng .Sland4ris~ .1'h.~ folmwmgsmnibids' O4ldp.rOi:equ,"J-DsllaU be observed 
=;, ~in' p~paring micKit-nJmcopies of criltttref,lontspriQ1i't~ ~~tfor"uthority. to ~estr()y., ' 

§~O~.lP~es~rvtiJ~4o~ oJile~n?tfi/'Md,; ;~~o1i\lli)teq~ired tobe~I_~hne~sha.!l~¥. . 
<. ,m~tofilnled"un1es$. then' s~e otphys~rn1tfi'omt p~vents pucrofilmUlg, lllV!hlllch . 

,"'0 :,' 

,.~~ean elplanatiolloitbei.r omi$sioon rlilJ~U~ mi~nmlmed~:t,ileappro,.~ .; . . 
"point in !be fiIni,; Such items shali ~~ ~~~e.4,bY~!The ~~rkiilidt"e mt(:~fihne~ 

explanation shall state ~ ~@' llc~)IjJ@ been p'~~ed 1n ~ e~kts- offi~e" 

···'~23~2:2 •. ;~:=~~=::~:mU:.~~'J~~::!;'Ji:~;:::r.t~.R:' ... ;~l.;·.';'\;~":'.·~<ii;." 
.,,' ·· ... select«:llit~the~~tii~ms. .... .; ". ..' .',:', 1 '. 

:}' 

§2302.3 Expunged llecords. Tt';c tpicrofilm Co~@J of eXjpi@ngoo ~ourt ~rds shan be: " 
fi:epara$ed and shall not appear on Ole ~e reel of film as records wbie» are lIl~e 
exp~ed, &amin'atioti of fiJ!bing of ollpungetll ll'@~r~ri is to bf; ~mitioo orily' ' 

." .;onoourforder*The·clerkshaJtsUpeiVi$~~~snmationandlitnitiUothecase 
·theexai1'lin4ticn of whichdte coUitpe~.p. .... .' • ..•.... . ..... . 

§230~~~RetTJet)al..ll1icrofitmcopie& wiJlbe sOamm8ed~~ identified th.at M~yidual ; .. 
". . ~me~f()tserles ofd~m~:nts:can be'loeatet1~~ filrn~Reques~fOlfi 

'~.'. "',,:,':'11./ ·t;~~~:p:~::i::te::;;~is~~~~~=r~mi~~~::::;~;11 '. 
l That systCmis subject to!Cview.by tht(State COurtAdlqinisttittol'~The .State·' 

"¥. '. ~urt Admiriisttato~wiUassist ct~~ in~~g~ucb S~$":ms ,ion ie4~st. .. . r §2302JlSFilm: QualitY. Tlte film st(!~k uSe(far;d lUt ~aak te¢JUuques shllUcoJtlply 
.. ". '. .... Withdre~~srandaids, ofqtd~ty required by~'~~~hivjst. ... ..' 
'. ··:§230l.ti JdentiJjfQJcionOj film· Reels. B;a~h.filmtei:hball~j~ptUiec! . "'a@1~ taYget 

.( .. '" showing ~w cle.rk'soDi" bavmscu:stody qf the~otdS; a; ~rieni~~lthe> 
..' ~ - mom Sen&S9 ~!:lVusive dates, and file ~gement, It.-d a -=1 nuinber far8~ -: ~i, 

> I " ~ 

, .charar,te!o Ubat CIJ.1l be read without litagniticatiOJ1., " " 
!J'Pt()~.1.CertiJicil~{f7J" At t~ begmn!ing of ~ teei ofmir:r,9fitm! o~l, ap~e{lta ~ttiDca~~,: 

:' . t·m,Jf~;;Jd. !?lO!lif.)ws!,', .. ' "" ' .... ' . . Ii' .... > ",;',:' ".: < . 
. , .. , ".h~bycertify tfi~themic~to"hs~~.C»1thij~hn _,,~e 

coplcs of.tho ori8iaml:~rda@d~ere tilntedby. ,>.,. • 
, ... ~~:.:'" .~ .. ' ":':', >. ,- . ," '? ',',." 

. . . <Nanw~JfDtp.~n{ot·As~nQy);'Q'· . " ; ..... 
. ' ;ofnful~t:Ofthcm>vis~~o(An 4C!ac?t+~lJg lO PI{bPjcl(f~t?rds 
, . ..RtprDdUf1lonon.F#"...,;.;svJ<ktJte; .S$;tion2~8()...101.CRS 1973 '(as., 
... ' '_~'1be~~ ~~4On.~!m~(),~Im·wete.m~~ • 

. ' ..• tt.e. JlO~~e of<ofticil! b,usU1eStof ~llJ4Itcy •. 'The.(escnpttO»i',Fd. . ,' .. :f 
, . . .. . .. ': ..... 69' ".' .... ".,:i' '.. . .. it>' .· .. ·1/'.·:· .. " 

. ':'j) f. 

: .... '._-'-

.,',1 ':,," 0'_ 

. ..• 0". "'[. 

,~.> { 

'. .. f' 
,I ."; 
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Q230)" . .'. 
'. ',' .•• ~. .,$ttEftrj{~Chivt$.Whenev¢l:miCfOfiJgleopit;S_ni~~ OIle;~pvGbaU~ ~tainedb~ . 
". ·tl1e,~I~and~ee~ shall be4C~ere4:totbc:S_~lUvi$e. 

12400>' . .... ..... ... ' .. ' •... :>.. ' ..... '. ,., . ;;.' .' ...... ,~.. ....:> ..... " . ....... . ..... . 
. ...1)~ rotendQ1;)\ w\rldispO$i~onetbedule8 are liSted aIPW,tbeticuU.y by both subject tina '.' 
~. ofte4Qrtl.Th.e ~tionn~~gto~h¥nlcategotyarelocated at ~e . 

. «tpleftJlncUowerriptofeacb page.1'be pas@n~are: inclW!iV~Wi~meach ~tlon • 

. 1'hepag~s~llum~redthis way and riOl cQ~secuti.velyboo!:OO@ ~e m~nunl is mat ~~liy ., 
' .. eomptet~1".t this'.dme. ~nd .1here'is: J[10 \\IOV ~o bot.., eijru;dy £l~\1~~Y:Ji~g~B'i;ritlfi~clty 

res\i1t. .. . ... , .. ' ..... . . '. . . ", ' .. '. . 
. ..," . ''l'ht}t'oUowJng examp4f173MtillfI:n~~~fF~ir pt~oo@~w foU~\"! in oomg~~ ~ijn!. 

'. ,In alI e~est'cltdfutihou!aE~ 00i~ C3 1Jll1lUaS'~ni ca~g@rl~ .Em£J$:s.s~l\Si:forr ltilft~pl}SRtlo;m!l1t 
·.UJ~" $~me.t1mp.ThhwaDll.rredi:!~Q~t@pa~lrk~~d~peoo~s snntw clll ~o~nr;A~~l1I ~1~0R''' 

'. anoos amj, ~j~~€iI!!Jl ¢:mit llm:aeoompli6hedtliQR1~ sOOL@tnlTI®. . ..~ .... . . .' 

.-:c;,. \ 

.-:::' 

; D 

.. Example;l-4)ce€KtlcGicn tmd.Tramfer @m;;:No Filmavag Ileq~rYti!d . .. ' 

:-)) 

Justi~dl"1he'~ce'R~dZ4UAlI? J. . . ..... . 
·.l.TutiH1Y§24U ofm~mms~o!. ". ...;'" .' ........... '. . .. ' .. 

1\· Nf!}telliQt allB.j@o@~~olf~itG~~rt@!:~&YS7l~$JtM·~pfurojf~a ~l1'~)i@~ ~/' 
..... \thl;lS~o~@ A~~llft'\Jfutt.. '. . .... </". ..... .'. .' "., . '.' . . )' ..... 

~. ~:.JS'01nf!£;f JiJio&~lf nRLe tiG~(\il~ ~. ~s ~l?nnn~a:la !f&!1~~n~J. cmil!3erai 1lfullig 
· n!w[(\il~-itio~'e(ll @u@ Offloo¢~~Stn~' • b~~Oll~d~~fiiG1lilt;R~~$ 
· ~bOS@!iiil3im&Olli;korr1.3~~1;llli1~ Cripifto! :%'Bv@i,OlIn@llC1~nOO@:!l. Th@ . 
~veB4Q@:i)! Q~in1ll~~~i~A~-n rifutu:mR@ fuint@ll,[v]U~~. '. ,I' . 

· jZx<?Jrn:fokJ:' fh'C~fi}IDmC& -/ 
1I::;l1l1?@~~ (Q)ww //. ." 

~JI1'~~~~ B~nJ!i " . 2M v~h . !~l)1~1~~5 . (~~\t)y) .'.' . 
.W ID6Gkeil&~~~lb . .3~vl1.Dib· iXg~1$l:n11l QX~EThcrf@)il···. ...• ' ....•.. 
4. ArJmt :ofiUsicl iQg©fui~'\J@O@!3G~~~OJljj' ~n@CliJ'cm~ lll1.D~~ Gil' 'l@~1i" .R1ro:m1 'Jm:~cl~ D&~ . 

. f; .. l)· '. '. . . ," . '-. . . J 

, ~~grm~ 0'i1~o/A»JfiEff0G~G_~~:illl1.Dr.~q@? ;i.".... .... .' . ' .... / 
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.' )l}lsm@~ ~~~-=avilR<CQ;;~JFnl'2c~{}24'M~~. k···· 
," ~GDhJl ~J?Aqgn«!:iil~G?'<::1r3~'r9. 31. . ,. 
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" 2.NQb0iaf.ll1;nvnll©Q~fuEz:;>m:lV ~~@~lmtd ~troy@d23 y@nrroljf~f.g d~te (lie 
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'". '"'" ," . . ":.: , ... "' "-" . ,".,' . -

.fl24fUZ .". ". .....; '. .... .; .~ 
·$KnrNRe(:mws(Delayt48i,rthc.,ertificatc~l ' "t" '.' ,.' .'" . "'. •.•. . 

lle(JOrdTitt;;· jt . .kt~ntion P#;jQ.d. .' d~tliomed ~~$lticll 
ll. Cccg n.te. '. ,~ye~~~~'" ,tmn,ife'I':lStItUe'st,. ". 
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, . '.' . . .'. '. . . . .APPINDIX1. '. 
COSrSANDIENEFI"S~OFAY$TAT.WIDEIECORbSCENl1Rl 

. .•.. '. o'BBNEPiTSOFRBCoRnSCE1~R '. ". . ... 
: ... '. .. . ... ~. . . . c: ,- . "" . .;" '. :- _". . ... -, . . ."" -', .': ,": 

.1. Provide 8CCilre5to~~ sp~ for pei'1Qarient~rdsw assute a.eitpreserv~on.' 
· 2. Provi. ri:co!dceD~setVice at row Cost pei' unit ilnd'QyeraU cost avoidance w..the 

, . ." i9vemment ~f the '8mfe' offIorlda •...... '. .' ...... .,.... . . ....•.. ' ... , .... , .... . . ... . 
3.ReduCeoffi~sp~requirement$valued at$8.2i ~cubic foot ofreco~.Forao· 

1:enterllolding 40,000 cubicfeet, of&"GCordsjthis·antPUDts toa costavoidance 9£<' 
~vet$300tOO() ImDuallYfor spaceOllld, ,g.quipment~eOntPared~'.tbanannuat· '. 
expendlmccof $5(),QO{)t()$7Stouq':forCe~te~{)petaP()l1$ -.Thelatter ft~hlso, .•.. 
include the cost f)fprovidinBseiVi~'tot1leco~ an4tQ,otfter governnjental . 
8genciCs~ ., .. '.' .' ....... , '. '., 

'. ~~~I\TBD CO~TSiNCONSTRUCTJNG •. EQVIPPINGi· ." 
' .. ' i'" ,·i·ANll:» OPERATING AREOOR1>SCBNmR. '. . .•. . 
. '. necbst of.Constmc~g:;eqUippiggdopeiatUtg ,a~Id center at 1975jlriceSjs: 

.·eiJtimate(J an<I.s~edbelo\V •. Thecost for on~ 'linitofapproxbnately ·10.~square 
!J .. fe~ ufthe type now. usedbythe StateJnTll1Iab~8~jWiU pl'O\lj~ abtlu(8.000 s~~ feet . . . 

. ' "j' "ofSdi.~ti··~ $~d' 'h(40:~ CUb,j~1 fee('st)oooJl;()()Ob' ,,,u~fjdeetl ~archiv~,pacef" ,.~~ .. 
·1 con QrAm~an, tlDlt'Af$' contra S j '.~ Ie teet, atl ·1UWsquare1IectO().UlceWUJI 

II" ., w()t)ting ar~a. TIle building shouldltlve. a <:eilingbeigllt to{lemUt stOrage cfreeords13- ~t .. ' 
14-sbelv~higb.with ·0000·t'orileeessaiybeat and.ah" ducts. ancJsprl~.andJ)mokcf; . 

·dctCction-sYstems. Majot\~o8ntemsjncl~~e; . '.' . '" .' '. .•.... .... ..... .' 

. '. ~MMd~t;cl}anomnctioJU' ~.$2s~~t~~~ .foQt (assume ~d" .' 
AV4jllableafno Cost).' . ." . ' .' .. ) . ' .. '.' '. ". .' . 

. '$~elVing unitlt.pUrcbase,shipping mld erectionco!)t$@ 
$l.SOpet cubic fOQt"'-'estima~ at 56.400 . '. 

.t;:ubic fe~ifl4-lIigh shelving is uSed 

. , . EqUipment ~d furnishings (e.g.,laddel's. fork1i®B~shredder~ .' .' 
. ·,A)ffi~equipment) . . . ' , 

. T()ta1Fixed eaPitld'Oittlay 
CQnaperyeiU"(lUnomZed oVet2()y~r . 
Proj~ted opetatingbudget:" 

lSupetVisOt .. 
. " 1 Assistant 
· tOed( Typist" 
· lu.boJ;ef . . .. 

"ro~rersormelCos( .. ' •...... ' '.. . 
. Amort1zationof bUilding ~<l related items. 
Otite~operatiiig elpens~ 

GR:ANDTOTAL .•...... 

. - .. -. !/ 

$2S<J,OOO -

.75,600 

.... 20~OOO 

$345,6.OQ·· .. 
. 11,280 . 

12,@'" . 
.. 10,000 

"5,000 
5,000 

$> 32.000 
.17;286 
soOO . t .' ',,, 

. $ 54.280 
,-j' 

.• 'F~ KQeIlig' Mir aml~~~.RecordSMtma8eme1i{St;uiy: F1Qrldl.i SlattC'o/lrtSysttm. rillIahas~ 
. . ,. ' .. ,~.Floril!i:()flico.ofS~,~.Ad,miDisfltlor.April1975, ~~10&:.07. ' . . . 
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=~~E~"~.··· 
'JIl$tY~H'o()oI*~~, ea~,ifJ~.·wod(loaai~l\i~,~",,<~~ipa~·tbat1hc. 
w~~oadWillA!ivi~atn()Dg ~cet\t¢rfij,nq,tion$-~foll6w~t'< ':'<~, . 

,>':;, 

';;~"< ... ' .......... ;,.->,' . 

.• A~SSion~~&~lntotbt~~h~,·i~titljtrtli 
sei up lQcati()ntei(i:Ordso:and1!J~~~~Ol'l~~Ye$ .•.. •..••..... .' .. ' 
Provi~teference·sCJYi~.~~~e~lJ~nUnr(ltldlat •.• ' .. 

·.re6ling) tbe:d~men~Ot:.e Allam or.pri1VidijJa ~ti(j.n· . 
. DisPOlial'(teDlOVejf.Cotd$JnctQe$trOy·.~n .ig .. ~o~:witll. ' 
approYeds~l1edw~and.Pr~~) " . 
. StorageatldmainteJUtJlteope.-.d,onS .' 

.".: ',' ..... -.,"." - ,'. ". ',". 
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eOIllT RULES #AANDATINGv,s.r:QF 

..... ' .......... , . ';; .··.;IEfIIIt .. ~"~~~~MENtS',. .....! •. 

.. ' .. ' .' '. . '.' .. ·.$UPR_tOUlT;$T4.T~OF:OREGO .. ;· 
;.. ..•... . .... ," .. :. I'. ' .. ' •... -' ... .. '\"1 .. :.:' .. " 

RULS·'s.OlSTYLB OR PUADINGs.(SrATBtJN~Rl.JatJLB) ..... 
(1) (a) J)efinitions: 11.te'worii "do@menfS" as used in tli\rule means evc(Y paper filed in 

'. - an1~of~gintbi$court. ~J'" . 
··(,,)~wo@t :H,.Ied~ment8 If ~$ tiJO~th~l?on..tentof whkllis\\'h0Uyor . 
··~aUYprin~d.·, _ .. :.: ........ _' ... ' .. ';), "'! .... : •. -.. ' .....• ' .. ;c ...... . 
. ·<e}ThcwQ~'iWjtb.f~B.~n}u refer tQ·.d()tU~ntsprin¢don'b9#iSi~.SQtbat wh¢Q 
.. the·fim&idetlfdte print$d9Sg~ ist\U'n~~ tbttop Oftbe~nd.iide will appear Oil the . 

..~verst$~.pftl@. bOttom of the. fii'St1ii~~' > < '.; .' "': .' ',"" ..... , '.:" " .. ' .'. . . 

.···(~r(.ll\lt~:jJeii~~ni'~I1l~·.l~i~$r~Ugtl ~~~:28tl~14!3U,'lCadin&~abd" •..... ' 
. ~1:tltertOf shll11 be .t)'pe.4orprin&ed,oneitlltr legal()tlett~cCip:,~r~~e 9ages 
th~f ~ted andth~JiM$on. eac~ pagenUln~~(l . ' .. ' ".. ." .' 

: (b) Be,umingJuly l~ 1914~.I'l(rat all tiniesthereifter,·aU d~uments (except ~bitd~ ... ; . 
-.. ' . aDd wilt$)$tt.n~tn'CP1UCd on'le«etsJte'8~:}If n, piUJetWitbat:leash~e'inch tOp 
'.' ·trW'8id. e)(cq;tth.sma1leuiZepapetmay~u~ed. f~rben~w~ts,oonWit$¢n~ 

and 4Owrntllc$otMrwlse'desigDllted ~y ~ coUrt. ..... ..... . .\ ' .•.. •...... ..•.• . .. .... . 
.. "(3)(a)AJ1,pl~Qgli(<<;(rinPlaiJlis,peijtions, ~swets;~spOnses aJ!d~p1ies)an~ ... ret' 

. '.' quest.e~iinstiU~.$lW1 bfI double spaced. ~P:ued onoIiesideonly and1onpap¢f 
with ·number¢41ines;pro\iided,ionnal. JIlltf.ers suCh as verification and ptQOfof' 
'sen'iceJQl\Y'bc OIl the baCksideWithl~altum.., .... '.' ..... . .... 
(b),~lt other~blents 'maY'~' single spaced, and. theUnesthereot'Jlee<!not be 

. ". nu~~d.Prbite<idoQ_ntSmaybe pttparcdonboth sideswitb:1egaltum~ .' '.' 

. ·.(4)·eop'esofplea~n8s AAddocUmenm. wbiohare 'lc)be filedwiU. not~ . deemed . 
. acceptable ~there'e"iStSl~&tbana: .20% 'backgro~d. . " ", 

Rev .(417~) . '. .... ........•. .' . '. .•. .'. . \' ...... . . .. . 
(5) ,ac~riis"l$t uused, sblll be of the SJ.mesize astb.e docu.ntto wbich.~itached, . 

·· .. bufn~hteayiet th,o 16 substance. andsbal1not bcfolded OVIl!:'titd.te top).. . .........•. 
(6) 'The n_of cachdoCument aDd the ntUnbe~.of thepagc,excepttlleil't&t PaBciis6aJl 
appear on tbe,bottotnohacb page.' , .......... ..... .... . ...... . ·'i .... ." 
(1) The name;lPlrc$s ~ telephononumberof tbe.~\to~ey of reCQn,l(ol'partyappe8ring 

"jnpropriapeu(}lfQ)sballappcaronau.<\oCWnCnts presented forfiJing;' ".' '" . . 
. {8)11l0lWnC cJftbcattotney sf$ninglUlt docwnentshllll.~typedorprintedinun?diatelY 
,belOwtbesiana~~,0, ',j .......• ' .' .... .....•.• .." ..•. '" ...•.......•• ' 

....... (9)O~U\Uotdeni Pl'CP~fouignature,~c nameofthe9rderingj~dge~if~Qwn,ist() lle' 
...• typedimme~to1yJl~.the sign~ture lliteprl()~ t~pres~ritationfor$ignatul'e.. '. 
,(l.O}In~QJtto S~lOiyc rcq.~~. th.ecaptiQnofe~b:compbdntofpetiti,9n. sliari ..... . 
. ~t fcrthdle~n<lnr ~ of tho ~ause; such 8$~'a9tionat4~~nor'~sl1itb1 equity'~ and .. ' 

indic@fe ·tbe~of~tiQl).o{-StUt.3ucbaBu~rson~injUIY~,,"breacbof ~nttaci··. ' . 
. ··~.cifip.perfo~t~ .·~fonnat((m O(CObtJ$Ct'!, etc. If im ~wer.to ~ $luanatla\\, 

. '.' ..•. s~~9~.an~uitabt~ ckfe~,dJe¢apti()n.)shilll S() stat~:."ive.fY mootinG:' ~tri~s,..,au·: 
;~c;:4obw·in·~e.c~tion.~ J)~.l1f.U1o pleading a~~llSi whichJt is ditected~.'Th~~ujt c~ 

.... .JlUmbcr~l~.in~c.tiol\of~very ,doc~me,ntexcel¢ a cotlipl8Ult~tpetiti9n •...•.. 
o 1)EIlQb:4qw&fI.(. cause '-9f'aCtion 'ct suit; ~olmter..clahn •. 4dense()rreprf shall, ~ s~fed . .... . ,·.·.·.·74 . . . 
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, • /,'-', > '.." >' ,\.~$tv,,3tt4)· 

.(12)on.u~g$ l!ltR9Caltlie ty*ofun~ina,mu~ttp~.m tW~of . 
the~twcha:~ot~scS.$~~Oft~.~.' 0 

, . ·';·«Adde412l75)., . 
~!>'·STA11;o,R •. Jq$I~( ,... ..' . 

r:~:_~~·»,· .............. ··>.<.t· .' .... . 
....•.. ' .. ' ·P1eadin_an4.0_·~.·fi.Icdi with~yeQ~.~ctpta .. l~tIt~optovidcd ~ik., 
:2:6-10i~t;e;~~~oIHe .. $~(.p(Oximl«e'y;:8~i·Un,~).,.t()f ~t9_ ". ., 
WelsltUDdq~tY~ Piiotti)sep~~berlt19?tflioweVer.eith~i.~ot lek:$~.~'· . " 
.~ efUeCL> ,,;, ,.,,'.' . 

···=~~~}:~¢;;7tj.i '. ,: .... 
·:·Al1bdefs;.~ndi!:.tS.~tt~.tnotton$.~.:O~~JQY:ei_be· .' . 
·r!cl1~nm:teP~ueed by '~l')'~o~Q'tne,Ul9d ~m' '. ·.b!COf~1~·~~rkai:blcCo.pi~,. . 

· . <Ju.il ~ .~. ~J) coges2Jll~~, ..... ~~. $~ld~.d,ittQt~~l ~'" 
.... ;.etCctt~tadccCOpie~.~~i41~(}~~j;qlt~lJJ~t*lUl·.Ild~e4~;~ ... t·· .. . 
. . : ...... ; ....... ' ........ "'. ,11:""'''"'-....... ~th· .;..Ji.o·'It................ .. .... ti· .-':~, ... ' ....... 'f~ ...... o.,f ..... ~;;."' .. .; .. 'IL...1r' ... .:i: .... '. ' .. 

w..-Y ~.~ .... "~Ul"'_ "'"'.'.1. &~~~"'""'r: ........ ~ • ..vA! ...... r-r",+lJQlIl4~w.~. '. 
· egshetU.Copy lru\1b¢pritltedo~ ~dtc$~$ ptQ\iidedliuplfcltht.~f~t j¥aptt9foot tes~t '. 
th.~lb. weigbti~1ISC(1.tf~Yts·~p.type~.i%e sball.bept:.* tJflar ... _d~lo 
s~p.t{; ifprmU!d sb.n fJe.JtOXim.tely6~ inchtsb)'9\4 1nChe;s.aQdff'OtfR:lWA'C 
.~~sb"fbc~~ty8*m"'by n~ea~M'Irti~$nan~..,proit·.', 
· Jiiately.OQeincb;1h~ste~~orOth¢papersM file«iiteVideni»m.y~ .i·.· 

.···reptOd~·Withcut~t.yPQilm .~e\ICrtt thc'plsC sU;e,.butliOt tbe·mqiD~Um:.; 
···meats. shall ~~i'Yed. "Paper$ $liQUId ~bouncl btsta,PietllaIoJlg.thelc(t..,m Or inthe. .' 

upPer Icfthand.romer.Covet$,.$ball eobform t6 R. 2:6-6(b) •. · '. '. .' . 
. '. '. . . ·~ote:SOurce-R.R •. l:.,..fO.~~July7.'·· " .. 

.', . "t97lto'be effective.Sept~m_l1~~ 1971~ 
COMMBNr . .... .... ....... '.' . ...... . .'. '.' ...• . ". .....' .... f ......,.. ." 

· .Themajorinnov{\tiooof~ ten .. tivcdraftrule, the cbiQpfromlet'lHQ t¢ltefQaize:. • •. 
· . fite4 P.l'S, is re..mcd by tbe tevUed.!nile~wbkb.boweve ... ~vbleJfpra twO<-)'en . 
·tfan:smQn.flp:rlod dPring whiCh either ~may .• ~. Q~~ The l'U1~ "fil$oSubStituteS u.e'. 
. i;equitemen~ qt • ·cQ$tQnwyn weight fotthat of 12Eieteofati~drafttule wklkJiprovidedthlt 

,.0 

. .' 
'. D 

()" 

theweiiht oiptper conform. to standards pl'CScri~ by JM Adntinistrat,iv~ DirectC)10(.tbcr ' .. 
. Court$iJtf~aDlicipated(&spitc some~iUon oftbebat ex;presaed at theM'aY 1967' i" 
. JudiCial d~)thetthe chUllein~ s~dtol~Cf with,Uteelliilibalic)JlQ~~· ... .... , O.() 0 

.tiadi~onal6ackerpmVi~oby oR. l=+l. will result in a~tIQ.t1i~:$&vinaftijls~'" .. ' ... . 
. saving in lilwofficts a~€l in tb.ef~t$d filing l1ld~atiOllor~n.Ptes~y., 
aad-"to~hievlUQifonn.ity,such lega140cumenllaa &cds, 1IlOrtg"e.s!~urlJyj~tni... , 
meoll.atldJhe)ik;e :willalS~besiotc) bepririted ~ Ie .... sf2c~ u .w~U; It ~ a~" 
· ru.ticipafed.that these tec~c~ cblUlgcs ~ilU~iJit.atc ine~~JJtive appen4.iX ~~Qn ( • 
onap~and willte$ult inilatnting.inclqb! Offices. whiC.b .wmfacWtaie ~vieWQf . 

,files by1hetQat~ •• 1.'h~~ntativedraft.~mme1Jt aIsoiioiD~4)Utthat .• ~Un~ .. m't •. " 
.,typewriti:l'Sc;an;bea!ljusted $Q lhat ll.l~~ site page·.wUl:,~ve ,u~tand-Uytb~tJ~ 
.. ::t1umberof line.s ISla tegals~~ page.. . •. " . . ;, 
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,.·.EC"~"~~~·~~l .. '.·· 
... . ~~Co\utl. ~1lI\loIiIIli~wilY.'" ~ \ho _Io~"',",,",,\.u.d itrIpr~Y~ iti~QJd5 "l)Cllingproces~1h~ycontdbutfu' b01b 14 incl9Sed O~~~ . aI" 
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