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I. INTRODUCTION

This handbook describes both manual and semiatutomated
versions of the Prosecutor's Management Information System
(PROMIS) which was originally developed by the Institute for
Law and Social Research (INSLAW), Washington, D.C., as a com-
puterized system for prosecutors in large urban areas. The
versions of PROMIS described in this handbook address the same
managerial and administrative problems for which the computer-
ized system was designed but in a format suitable for instal-
lation in most small and medium sized prosecution agencies.

This document provides both the system descriptions and
the procedures study guidance needed for implementation of
the manual and semiautomated versions of PROMIS.

With the aid of this publication, any prosecutor should
be able to conduct or plan and monitor a comprehensive study
of the managerial and administrative activities within his
or her office and, at the same time, determine what features
of the manual or semiautomated PROMIS system his or her office
may need.

This handbook, then, extends to all prosecution agencies
some of the benefits of PROMIS-~concepts of prosecution man-
agement and administration, model forms and procedures, paper-
work and record management techniques and related innovations.

A, Capabilities of PROMIS

PROMIS is designed as a management tool for the prosecu-
tor to improve the overall operating efficiency of an office.
Many capabilities of the automated system are also found in
the manual and semiautomated versions of PROMIS described in
this handbook. They include:

. Improved case accountability. A uniform one-page
Case Summary Record outlines the current status of
a case as well as its history, including all previ-
ous actions taken by the police, prosecutor, or
courts, and the reasons for the actions. For ex-
ample, all continuances and charge dispositions and
the reasong for them are recorded. It is also pos-
sible to account for every charge brought by a police
agency that is later dismissed by the prosecutor.
Calendars or dockets can be produced by specific court
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event {e.g., preliminary hearing, arraignment, trial,
sentencing). The system also can keep track of time
that counts against speedy trial rules and of time
exempted from these rules, in jurisdictions with this
type of legislation.

. Research data. An important feature of PROMIS is

that 1t provides an excellent resource for conduct-
ing research because of the comprehensive data re-
corded on the criminal event, defendant, witnesses,
victims, and court events. Some specific topics a
prosecutor may study within the jurisdiction include:
. Use of weapons in the commission of crimes;

. Relationships of defendants to victims and
withesses;

. Recidivism patterns;

. Identification of high crime areas;

. Analysis of case load by police agency;

. Evaluation of prosecutive performance; and

. Identification of delays in the prosecutive
process between specific events or between
arrest or indictment and final disposition of

the case. :

Office performance reports. The chief prosecutor

may be provided with periodic statistical reports
showing an overview of cases currently being pro-
cessed by the office, including those at various
stages of prosecution and those disposed of, the
type of disposition, and reason., Periodic work
load reports can also be produced, covering pend-
ing cases being handled by each assistant prose-
cutor.

Witness management. PROMIS enables a prosecutor

to keep track of all witnesses involved in all
cases handled by the office. A special form set

is used to produce subpoenas and reports of ser-
vice, and to create a Witness Record that lists

all subpoenas and actual appearances in court.

A problem facing many prosecutors' offices is that.
a witness will call wanting information on his
case when he has lost his subpoena and does not

bt an ol
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even know the defendant's name. The manual and
semiautomated PROMIS system enables the clerk or
prosecutor to locate the proper case by consulting
a cross—-reference index.

Assignment of case priorities. PROMIS utilizes
a ranking scheme to identify cases that should
receive priority attention from the prosecutor.
Two ratings are assigned: a crime rating that
measures the degree of harm done to society, and
a defendant rating based on such factors as the
defendant's prior criminal record and use of
aliases. These ratings are computed through a
guestionnaire filled out at the time a case is
screened.

B. Installing PROMIS

In developing this handbook, it soon became apparent
that inherent differences among the target group of small
to medium~size prosecution agencies precluded the use of a
system where all the procedures, methods, forms and records
are identical. It did seem feasible, however, to horrow
from the computer-based PROMIS a variety of concepts and
techniques from which individual prosecution agencies could
choose in tailor-making modern administrativer systems. To
enable prosecution agencies to determine .which concepts and
techniques best suit local needs, the handbcok constitutes
a how-to-do-it kit that explains, to lawyers inexperienced
in the arts of systems and procedures, a simple approach
to the problems confronting them. :

Regardless of the ultimate objective--a manual, semi-
automated, or computerized PROMIS system--—an essential pre-
requisite is a general rationalization and improvement of
the present system while preparing for a new one, gomething
that can be done only from within the prosecutor's office,
This process, termed the PROMIS implementation study, 1is
described in Chapter II. It is recognized that prosecutors.
usually do not have systems or procedures spescialists on
their staffs, and many lack funds to hire contractors to
conduct the study. Even in offices where such resources
are available, the prosecutor may be ill-equipped to plan,
supervise, and evaluate the technical aspects of such a

“study. Consequently, Chapter II provides the prosegutor

with the detailed;practical qguidelines essential to the
successful completion of any management improvement project.




IT. , PLANNING AND CONDUCTING THE PROMIS
IMPLEMENTATION STUDY

A. Choosing Someone To Conduct the Study

Ideally, the implementation study should be a team effort.
In very small offices, the team might consist of the prosecu-
tor himself, or in larger offices, one of his principal assis-
tants; and a systems or procedures specialist--someone with
experience in designing and installing procedures and forms,
preferably in prosecutors' offices or the courts. , The systems
or procedures specialist should make a detailed analysis of
the present organizational structure, work flow, task assign-
ments, procedures, forms, case documentation and user needs,
and would design, test, and assist in the installation of
the new PROMIS system. The responsibilities of the prosecutor
member of the team (referred to as the prosecutor manager)
should include providing general gquidelines for the study
and serving as the supervisor, coordinator, legal consul-
tant, spokesman, and liaison official for the project.

If no systems or procedures specialist is available within
the organizational structure, the next best alternative would
be to hire a consultant on a contractual or other short term
basis. However, it is realized that many prosecutors do not
have sufficient funds to contract for a consultant, and that
if any improvaments are to be made in the administrative
processes, it will have to be a do-it-yourself project. This
handbook contains a sufficient level of detail to satisfy the
do-it-yourself reader. For prosecutors who employ consultants,
the handbook can serve equally well as a reference document
to assist in preparing descriptions of tasks to be performed,
to evaluate whether the consultant is employing suitable tech-
nigues, and to measure the final results.

Regardless of who conducts the study, the project will not
be successful without the full cooperation, leadership, and
assistance of the chief prosecutor. Unless the chief prose-
cutor and the principal assistants are willing to devote the
time and attention needed to do the job thoroughly, there is
virtually no prospect of success. Piecemeal, hastily conceived
and installed changes are more likely to result in confusion
and retardation of overall efficiency than in progress toward
a better system. :
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B. Methodology for Conducting the Study

The implementation study should employ the following
steps:

1. Conduct overall survey of administrative staffing,
procedures, work flow, forms, records, physical
facilitied and user needs.

2. Identify and define all problems affecting speed,
thoroughness, efficiency, and guality of administra-
tive processes.

3. Analyze the problems to determine the causes (both
the immediate and the core problem, if applicable),
effects, and relative seriousness.

4, Develop alternative solutions for each problem.

5. Decide upon the best solution, testing where
¥ necessatry.

6. Establish priorities and the schedule for in-
stalling changes.

7. Install the changes.

8. Reevaluate the changes and modify where
necessary.

For the systems or procedures specialist, step 2, identi-
fying and defining the problems, and step 3, analyzing them,
are equally difficult. Of particular difficulty is posing
the right question. Nothing can be mcre useless or even dan-
gerous than the right answer to the wrong guestion. For this
reason, early conclusions can be misleading. It therefore
becomes necessary not only to examine the immediate or appar-
ent cause of the problem but also to delve into the core
problem, which may entail questioning the present day prac-
ticalities of certain legal practices and rules. The systems
or procedures specialist will be primarily concerned with
identifying and resolving unavoidable problems in the admin-
istrative aspects of case management; but he should be per=-

‘mitted to question and offer alternatives in connection with

the legal aspects, particularly when adoptlon of one of those
alternatives would relieve the prosecutor's office of a heavy
burden and permit the staff to spend more time on serious
criminal cases. Often, the specialist's comments will result
from observations of how cases are handled in other jurisdic-
tions, and will censequently be based on practices potentially
transferable.

~

It is unlikely that time and resources would permit im-
mediate installation of all the changes which it is agreed
should be made; therefore, the prosecutor manager should
personally make the decisions in step 6, establishing pri- .
orities and the installation schedule. It would be advisable,
however, for the prosecutor to consult with the systems or
procedures specialist since some compromises may be necessary
for practical reasons.

Particular attention is called to step 8, reevaluating
the changes and modifying the system where necessary. It
is to be expected that further changes, mostly in the form
of refinements, will be necessary after additional experience
has been gained. This additional step of reevaluation and

‘modification is a small price to pay for achieving ‘the maxi-~-
mum benefits from the overall amount of time and money 'in-

vested in the effort. As in the old proverb that begins,
"for want of a nail, the shoe was lost," the changes may

be aborted or the project discredited if there is a failure
to follow through.

c. The Reconnaissance Survey

If a systems or procedures specialist is to be brought in
from the outside, or other substantial resources are allocated
to the project, a reconnaissance survey should first be con-
ducted. The reconnaissance survey is a diagnostic technique
to determine in a general way the present status of the admin-
istrative activities, develop recommendations as to the nature
and scope of the work that should be done, and summarize the
potential benefits. The reconnaissance survey report should
also include the proposed study plan, schedule, and manpower
requirements. The reconnaissance survey could be conducted by
a proposed contractor and submitted as part of his proposal,
or it could be conducted by someone else and the report used
as the working document for preparing an invitation for bids
or a proposal. A reconnaissance survey is always helpful in
ach1ev1ng a meeting of the minds between the parties involved
in the study and thus enables the prosecutor to draw up .a
more precise and realistic contract or work plan for the main
project.

D. Methods for Gathering the Facts
and Developing Recommendations

The four basic methods for gatherlng the needed facts and
developing recommendations are as follows.
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1. Review of documents and records
.

2. Interviews

3. Questionnaires

4, Observations and analyses

All of these methods, with the probable exception cf
guestionnaires, would ordinarily be employed. The exact
method used for obtaining each specific type of 1nform§t10n
will vary according to such factors as the size,_organ}za—
tional structure, and physical layout of the office be}ng
surveyed; availability of existing records and data; time
allocated for the fact gathering phase of the survey; the
surveyor's existing knowledge of the office’s ‘operations;
and preferences as well as restraints on fact gathering me-
thods, as imposed by the prosecutor or thg person conduct-
ing the survey, or dictated by the situation at hand.

I Review' of Documents and Records

Reviewing documents and records is the first order‘
of business, the "homework" that should be performed prior
to conducting interviews. A study of exist@ng documents not
only eliminates some of the potential questions, but.also
provides clues as to the most useful questions. It 1s an
essential first step if the person conducting the survey
is from outside the prosecutor's office; it also serves
as a useful review technique if the person is familar with
the office's operations. Documents and records that should
be studied include the following: :

. Rules of the court, statutes, and any orders
or other documents that prescribe the over-
all responsibilities and authority of the
prosecutor's office;

. Locally issued instructions and procedures
(usually limited to letters and memoranda,
but may include procedural manuals or
handbooks)

. Budget and accounting records;

. General correspondence files;

.  Reports and statistical data;

“~

. Case folders or files, index files, docket or
summary record cards, and any other records
pertaining to individual cases; and

. Reports of any previous surveys or studies.

2. Interviews

Interviews are essential to fact gathering, but should
not be overworked or used to take the place of obtaining in-
formation through other techniques, even though such other
methods result in harder work for the person conducting the
study. Interviews are necessary to secure information that
is not available except through the person being interviewed.
They also present an excellent opportunity to establish good

working relationships which will prove valuable during the
study.

Interviews are most useful when conducted after the
general tour that initiates the observations and analysis
process (see section D.4). Persons to be interviewed, and
the purposes of the interviews, are as follows:

. The chief prosecutor and principal assistants: To
determine general attitudes, management philosophy,
priorities, personal knowledge and interest in the
administrative processes, overall martagement and
organizational structure of the office, information
needs, pending actions and plans for the future,
problems in the administrative area and types of
improvements needed.

. Individual assistant prosecutors: To obtain de-
talled i1nformation about the administrative aspects
of case processing, the time involved, adequacy of
present system, weaknesses, information needs, prob-
lems, and ideas for improvement.

. Secretarial and administrative personnel: To obtain
general information about the nature and level of
their responsibilities and work, record keeping
practices, obvious weaknesses in the present
system, unnecessary work, problems, and possible
ideas for improvement, including use of semiauto-
mated or automated. eguipment.

: A few notes on the use of interviews as a fact gathering'
technique will be helpful: - , C IR
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Limitations

Information given may be guesses or approximations
rather than precisely accurate.

valuable information may be withheld because

the person interviewed is not sure of the facts
or fears the information will reflect unfavorably
on him or the office.

Information obtained may be misleading, since
some persons will unconsciously try to answer
questions the way they pelieve the interviewer
wishes rather than providing realistic and
factual answers. ' ,

The interviewer is likely to get a distorted
picture, particularly with respect to problems,
since he is often told more about the exceptions
and the unusual, humorous or dramatic incidents
than the normal day-to-day experiences.

Hints and Precautions

Plan the general approach and types of infor-
mation wanted in advance.

Use care in selecting people to be interviewed.

Arrange in advance for time and place of interview.
Inform the person to be interviewed, in advance, of
the purpose of the interview and the type of infor-

mation desired; however, avoid undue formality.

Cconduct the interview in a natural, informal manner,
not necessarily on a fixed format.

Try to make note taking as inconspicuous as pos-—
sible in order not to create a formal atmosphere.

Limit the interview to information gathering--avoid
aimless conversations.

Obtain samples of completed forms and other docu-
ments involved.

Do not make a commitment to a specific course of ac-

. tion or recommendation.

. =10-

-

. Do not attempt to be a crusader, sell ideas, or
argue about statements made by the person being
interviewed. ‘

. If it was not possible to take complete notes
during the interview, expand upon them immediately
after the interview.

. Verify any doubtful points.

. If possible, digest information gained from one
interview before starting the next one.

3. Questionnaires

-

Questionnaires can be guite useful in gathering in-
formation but have been so overworked that many people have
an intense dislike of them. Ordinarily, they should not be
needed in conducting a study of a prosecutor's office unless
one or more of the following conditions exists:

. Time available for fact gathering is not suffi-
cient to interview all the people from whom
information is needed.

.  People from whom information is needed are in
other locations.

.  Answers require reference to records, or com-
pilation of data over a span of time, as in
"diary" type questionnaires.

The following notes on the use of questionnaires as a fact
gathering technique will be helpful:

Limitations

. It is often difficult to phrase questions in such a

way that they will be properly understecod and inter-
preted. ,

. The facts provided may be unreliable because key per-
sonnel' often relegate the task of replying to less
experienced personnel (even, in some instances, to the
persons least qualified to answer the questions).

. It is difficult or impossible to obtain "off the

record" information and gain a personal impression
of the people who supply the information.

~11=
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Hints and Precautions

. The questionnaire must have the support of the chief
prosecutor, and if possible, should be transmitted
by a memorandum from him. '

. Questionnaires should be discussed and explained
in advance and the person conducting the study
should be readily available to answer gquestions
about them.

. Questions should be as simple, direct, and clearly
stated as possible. '

. Questions should require a minimum of writing.
Check box "yes" and "no" or multiple choice questions
should be used, being careful to include such alter-
natives as "other (explain)," "does not apply," etc.,
when appropriate. ‘

Y cConsidér including a check box for the respondent's
use to indicate if he would prefer to answer some of
the questions in person, or for other reasons desires
to discuss the matter,

. The questionnaire should be designed for easy classi-
fication and tabulation of answers, if apptopriate.

. Be sure to follow up, since often the people who have
not replied are those whose answers are needed the
most.

. Conduct interviews if the respondent has so requested;
if the response indicates that he could provide valu-
able additional information; or if there are signifi-
cant inconsistencies, irregularities, or allusions.

4. Observations and Analyses

Personal observations and analyses involve an overall
look at the system of operations within the prosecutor's of-
fice, followed by a thorough, independent analysis of the
individual aspects of the system. Only in this way can the

person conducting the study determine the reliability of the

information gained through the other fact gathering techniques
~-axamination of documents and records, interviews, and ques-
tionnaires. Personal observations are essential for such' pur-
poses as gaining an intimate knowledge of the operations and
becoming better acquainted with the staff; clarifying confu-
sing, inconsistent, and misleading information gathered from

other sources; correcting erroneous impressions; exposing

=12~
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fglse'assumptigns which have resulted in unnecessary or other-
wise inappropriate procedures; and obtaining factual infor-
mation to support recommendations. The major tasks to be
performed are: ‘

a. General tour

b. Review of work assignment and supervision
c. Desk audits and study of work flow

d. Study of cases in process and completed
e, Study of forms and form-like documents

f. Examination of backlogs

g. Review of mail and other communications
h. 8Survey of office layout and equipment

i. Analysis of special problems

j. 8tudy to determine feasibility of using microfilm

a. .Gegeral Tour. A general tour is a brief walk-through
to familiarize the person conducting the study with the location
and purpose gf the various administrative functions in the pros-
ecutor:s office. It is the essential first step in the fact
gathering process and is helpful in gaining an overall know-
ledge of operations of the prosecutor's office and identifying
matters that require special attention. The person cohducting
the general toug should be on the lookout for such conditions
as.(l) people with apparently little work to do, "socializing,”
doing personal work or carrying on private conversations over
tpe telephone, walking about a great deal, and arguing; (2)
piles of papers on tops of desks, particularly on desks of
persons such as supervisors or secretaries, and not on the
desks of others; (3) piles of incoming or outgoing mail and
papers or records to be filed; (4) untidy, disorderly and

‘poorly maintained files; and (5) collections of o0ld records

occupying office space.

The purpose of the general tour is to obtain an overall
work}ng.knowledge of the office, identify problem areas, and
obtain information on such matters as: major work assign-
ments and responsibilities, personnel utilization, general
work flow{ procedures, backlogs, and work coordination and
contrgl; interrelationships with the courts, law enforcement
agencies and other external organizations; and the degree
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of cooperation and coordination in these matters; volume of
records and excesses or inadequacies in record keeping; and
physical layout and utilization of space.

It would be helpful to develop a preliminary, overall
flowchart for each of the major activities at the time
of the general tour. (Examples of flowcharting methods are
provided in Appendix A.) However, the desk audits to be per-
formed in task ¢ will probably reveal some discrepancies and
perhaps significant omissions in the original charts, which
will make it necessary to revise them.

b. Review of Work Assignments and Supervision. The
review of work assignments for each member of the staff should
examine three elements: first, the continuing overall re-
sponsibilities that have been assigned to or assumed by each
employee, including the chief prosecutor; second, the day-to-
day specific duties and tasks which the employee performs
routinely on his own; and third, the distribution and assign-

ment of new work.

Y W
Preliminary information regarding work assignments
should be obtained by requesting each employee to prepare a
summary position description, which identifies the person who
assigns new work to him. Also, each employee should be asked
to indicate the percentage of time spent on each of the various
types of work. If there are existing position descriptions
for each job, the employees should be requested to review and
update them, as appropriate, and indicate the percentage of

time spent on each type of work.

The information obtained by reviewing the position de-
scriptions will also be invaluable in conducting interviews
and performing desk audits and a study of the work flow (task
c below). These tasks and methods could and probably will to
some extent be combined; however, the review and analysis in
connection with each is for quite different purposes and the
efforts are, therefore, treated as three separate parts of
the study.

After reviewing the position descriptions, the person
conducting the study should interview the employees, as nec-
essary, to resolve any apparent omissions and inaccuracies
or misleading and confusing statements. Finally, a check
should be made to determine what controls or measurements
exist in connection with work productivity, guality, and
timeliness (setting and meeting deadlines), and how well
each employee is performing in these regards.

Exhibit 1 is a suggested checklist for analyzing the
- facts and developing recommendations relating to this

"14" o
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CHECKLIST FOR REVIEW OF WORK ASSIGNMENTS AND SUPERVISION

OO0 00000 Oo0ooo oon

]

Exhibit 1

Is t?c organizational structure as logical, practical and simple as
possible?

Are therc apy'impgopur or unnccessary overlaps or duplications in
responsxbgl}tzcs and tasks (among organizational elements as well as
among intlividual employees)?

Are there. any gaps in the assignment of responsibilities and tasks?

Is therg any coqusion, inconsistency, or misunderstanding about or~
ganizational and job responsibilities and duties? .

Are there any illogical or impractical combinations of responsibili~
ties or tasks?

Are there any responsibilities or tasks that should be combined?

Is therg a reasonable relationship among the individual employee's
responsibilities and duties?

Do any_adminigtrative employees have responsibilities or perform tasks
exceeding ghelr profe§510nal level or level of competence, including
any that might be assigned to a paralegal? (See Chapter VI,)

Do members of the legal staff have responsibilities or perform tasks
that could be reassigned to a paralegal? (See CHapter VI.)

Do any other employees have responsibilities or perform tasks that
should be reagsigned to a person at a lower level?

Do any employees have more responsibilities and tasks than they can
reasonably be expected to perform, or to perform preperly?

Do-any employees have too few responsibilities and less w
should be expected of them? ork than

Should any responsxbll 1 i d
ities be e iminate because they are no lOngr
3 L i
eSSG])tlal, or are more propelly the re'pon51blllty of another office

Is th& assignment of new work being handled at the proper le
r vel by
the proper person, and on the proper basis? prop :

Are there adequate reviews aﬁd controls for:
E] work quality and compleceness?

[l work production?

[[] work timeliness?

Is there adeguate backup (understudy or other trained
Koy meetbiacay y n person) for all

Have standard performance evaluation criteria been established for

each positign; and, are ¢mployees periodically evaluated on the basis
of these criteria and informed of the results? (See Appendix B.) '

15
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task. 1Individual prosecutor managers will no doubt want
to add to the list.

c. Desk Audits and Study of Work Flow. This task and
those that follow deal with the detaills of administrative
activities in the prosecutor's office. If these tasks are
conducted by a member of the legal staff, he should try to
divorce himself from his day-to-day experiences as an attorney
and instead assumé the role of a pragmatic, hard-nosed indi-
vidual who is in effect challenging every administrative ac-
tivity, procedure, and specific action., Consequently, it is
necessary to study and analyze each procedure, each step in
each procedure, and the work flow. The best way to do this,
is to c¢onduct detailed interviews with individual employees
during which they are asked to demonstrate and explain the
various types of work performed and how they do it.

Exhibit 2 is a checklist of questions that the person
conducting the study should bear in mind while observing
and aqglyzing each detailed procedure.

In conjunction with the interviews, preparation of flow-
charts that explain the key actions in detail can be of con-
siderable help in analyzing overall procedures and work flows;
developing, presenting, and implementing improvements; and
conducting task h, Survey of Office Layout and Equipment.
(See Appendix A for examples of flowcharting methods.) How-
ever, preparation of flowcharts is a somewhat tedious and
time-consuming technique. If the procedures and work flow
are uncomplicated and clear-cut, flowcharts may not be
needed. The basic criterion for using flowcharts is whether
they are necessary to obtain a full understanding of the
procedures and work flows. Consequently, the person conduct-
ing the survey will have to decide whether to use flowcharts
and, if so, what type and to what extent.

d. Study of Cases in Process and Completed. This task
consists mostly of browsing through documents and records
at varicus processing stages from start to finish, including
a thorough sampling of records on closed cases. The review
should examine case-related paperwork, including the document
that initiates the action, new documents prepared along the
way, the contents of the individual case files (folder, jacket,
envelope, or batch of papers), all logs, indexes, docket or
case summary records, calendars or court schedules, and min-
utes. In addition, office administrative records should be
examined, including general correspondence and memoranda
files, reports, and any other documents.

The purposes of this task are to determine how well
all the pieces fit together; gain a clearer picture of the

—-]16~-
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Exhibit 2

CHECKLIST FOR DESK AUDITS AND STUDY OF WORK FLOW

What is the frequency of the action? What are the manpower costs?

What is the purpose of the actio i
) n? How often is it used £
purpose? How well does it serve the intended purpose? or that

Is it absolutely essential? Wh i:
discontiooess hat would be the results if it were

Is it being duplicated elsewhere? If s i
S s ? o, does it need to be con-
tinued i is' i
action?at both places? 1If not, which is the right place for the
If it is absolutely essential and not dupli i i
s S ] plicated elsewhere, is °
the right place, the right time, and the right person to dé it?thL

If a particular procedure were devel i

f . oped to cope with special situa~-
tions or exceptions rather than normal 3 : :
handled in a simpler manner? A% cases, could tha problei be

Are there any improper, u i i
: ¢+ unnecessary or unreasonable intrusi
the employee's time and work? xusions. en

Are any unwarranted reviews
r ; clearances or approvals i
Buperiors or others? ' pprova Tequired iby

Are any delays or problems caused b i
eegany communicases? T se y others with whom the employee

Are-any delays or problems caused by 1
curront otays or or : 3 ack of ‘accurate, adequata, and

Are.any problems being created because emblo e i i
r : es are
timely, complete and ¢lear instructions? phoy : 3 Aot heinggiven

Is there a simpler, better or faster way tojdo it?
Are any additional actions needed?

Could some of the wozk bhe done by semiau h
(Sen chomees vt y ; tomated or avtomated methods?

D000 D0DO0DD0DO0DO0 OO0 O00O0g

Are the processing steys being performed in th i

% : e right sequence? ' Is
the work flow smooth and straightforward, or is thgre a great deal
of jumping about and backtracking? ‘
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work load patterns, complexity and volume; identify any

gaps and unnecessary work or needless duplication in thg ad-
ministrativwe process; examine the degree of uniformity in the
way things are done; determine currency of work and locate
bottlenecks; determine elapsed time between key events or ac-
tions and the total time cases are in the system; compare what
is supposed to be done with what is actually being done in

the way of case documentation and record keeping, and explore
the reasons for any deviations therefrom; and compare past
performance and work load with current operations.

Exhibit 3 is a suggested checklist for analyzing cases’
in process and completed and preparing recommendations.

e. Study of Forms and Form-like Documents. The work
of the prosecutor's office depends primarily on effective
communication among the entire staff as well as with the
courts, police, and other criminal justice agencies. The
principal media for transmitting and recording key communica-
tions are forms and form-like documents. Consequently, the
efficiency of the office depends largely on the quality of
their design and reproduction. Unfortunately, however,
forms design is often the weakest link in the systems and
procedures used by the prosecutor's office.

Most prosecutors take pride, and rightfully so, in the
fact that numerous forms have been developed to facilitate
the work of the office. However, the forms are often
created without sufficient consideration to their design,
construction, and methods of reproduction, distribution and
stocking. It is one thing to dash off a form that will mo-
mentarily satisfy a particular need, but quite another to
design one that can be completed with a minimum of effort
and special instructions; that is ‘clearly understood by
those who must prepare it . as well as those who later act
on it or use it as an information source; that is compact;
that takes into consideration the users' needs; that is -
multipurpose, where possible; that is properly organized;
that has built-in techniques for assuring proper distribu-
tion of the copies; and that is constructed and printed in
the most efficient and economical method possible.

It is essential to weigh the costs of having the forms
designed and printed by professionals against the ineffi-
ciencies, errors, confusion and additional ‘man-hours and
other costs required to reproduce and complete the forms
when they are designed and produced in the prosecutor's of-
fice. Electrostatic and other office copiers would appear
to be a panacea for the do-it-yourself forms designer and
printer. However, use of copiers often proves too costly

~]18-

Exhibit+ 3

CHECKLIST FOR STUDY OF CASES IN PROCESS AND COMPLETED

O
0
0
O
O
O
O
=
O
O
O

O

O

O

Are the methods for identifyin i i

g9, processing and monitoring im
cases adequate, but not so demanding that routine cases tgnd Egrgznt
neglected or lost in the system? ‘

Are adequate controls and techni i
ques in effect to s i -
tant target dates are not overlooked? eneure that impor

g:: there any abnorm§1 situations in. connection with elapsed time
wWeen case processing steps, as well as between origination and
disposition of the case? :
Is case documentation adequate in t i
. : erms of completeness, acc -
simplicity, quality, currency, and retrievabil?ty? ' urasy

Are any problems being encountered d i
: ue to fragmentatio -
tion among the various document and record figes? o.of Informa

Are any problems Leing encountered d i
. ue to lack of unifo i
Processing, documentation and record keeping? TIIEY dAn case

Are individual employees maintaining i i
div ! g informal ersonal
in addition to or instead of standard officiai ?iles? case flles

ggcthere waste in manpower, 59pplies~or equipment due to unnecessary
umentation and record keeping, ox duplication of information?

Is there any inqica?ion of a need for training, improvements in the
system’for 1ssuing instructions, or better supervision?

Is thg prosecutor's system for numbering cases redundant Or unneces-
sary in view of other numbers assigned the case?

If a separate numbering system is neesded b

; 2 Y n Yy the prosecutor, is it as
mganlpgful and usetul_as it might be, yet notso elaborate ér complex
that it proves confusing and difficult to administer?

Is full utilization being made of reco i i i
; T rds or information available
from other sources, including the courts and law enforcement agericies?

Could prosecutory effectiveness be i

0S¢ r 2 increased or manpower saved b
standardizing or otherwise improving the action documents and me{hods
employed by the law enforcement agencies, courts, etc.?

If the court or law enforcement. agencies now emplo

computers or electronic communication methods asd geggczi?ni:otgzploy
groaecutor manager wo;king with them to determine what prosecutory
fmpioyexpents or bengflts can be realized by taking advantage of these
iuc lities and Services? (Examples: computerizod cumulative indexes
n paper and/gr microfilm form; lists of pending cases; case disposi—’
tion llstsg lists of cases arranged by names of prosecutor and judges;
fugitive lists; automated preparation of subpoenas.) : s

A;etreports adequatg to keep the chief prosecutor properly informed
o he case loaq, time lag, pProsecutory effectiveness, personnel per-
formanse and crime trends? (See Chapter IV.)

Are the reports and reporting s

t 2 N ystem adequate to conduct analyses es-
Benilal to improvmng prosecutory effectiveness or achieving sgecific
ggili;a:gsur1ngdeyenhandcdness in prosecution; documenting manpower

: ton, and justifying requests for additi
(See Chapent T0) q dditional .personnel or funds?

Are there any documents now bein i
g prepared by typewriter V
be completed by hand to expeditan processing?y YE Ehak could

Are there any types of repetitive information or data now being en~

tered by hand or typewriter that could be r i
y r ecorded by rub
in order to save time and improve legibility? ¥ Fubber stamps
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Exhibit 3 (cont.)

onomical and efficient? Do they 4
inuous separation of pgrmangnt ancords'
tenance of active and inactive re tof%
ds; annual or other periodic cu
t)lto an inactive records storage
for more than two years?

record keecping practices ec
?:ﬁlude such techniques as cont
temporary papers; separate maxrzccUr
regular disposal of tcmpora{y.x or
of records, and transfer (retirem b o
area of any records that must be re
sically maintained
al way possible? (For-example: ig:
f envelopes are now being used,.th
now in use; and folders wil
the contents

Are papers pertaining to indivi@ual ¢cases being phy
in the most efficient and practic
sider use of folders orijaczzigets env
rs, if expensive . o
gggﬁgfgigienérs, if important papers are getting lost

are in disarray.)
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when a careful analysis 1is made of the total costs for paper;
personnel time involved in travel to and from the copier,
reproducing the blank forms and then returning to make dupli-
cate copies of completed forms for distribution; and the
machine rental or purchase and maintenance costs. Copies so
produced are frequently of poor quality and lack the advantage
of instant recognition, and the work of the office is subject

to interruption when the copier is broken down or not available,

Conseguently, funds expended to obtain the services of
a competent professional forms designer and have the forms
printed is usually money well spent. However, those in
the prosecutor's office who are responsible for developing
the paperwork system and methods should have sufficient over-
all knowledge of forms technology to determine when forms
should be used; decide the general format and design; and
evaluate the acceptability of the products developed by the
forms designer.  The checklist in Exhibit 4 will aid in the
analysis of forms. (A prerequisite to this step is the advance
collection of all forms and form-like documents, and a 30-day
sampling [ideally] of all memoranda and letters, with each
repetitive item annotated to indicate frequency of use and
the number and distribution of copies.)

The checklist in Exhibit 4 will be more applicable to
large and medium~-sized prosecutors' offices than to small
ones. The major consideration in deciding when to develop a
special form is frequency of use. Obviously, it would be im-
practical and costly to print forms that are used only a few
times a year. Another important consideration, of course, is
the availability of funds for designing and printing forms.
One possible solution is for several prosecutors to share the
costs and the benefits. A possible approach is to persuade
the state prosecutors, bar, or other organization or firm
to sponsor and fund the effort, with individual prosecutors
then purchasing the number of copies required to satisfy their
own needs. Of the many joint efforts that might be undertaken
to improve efficiency and reduce costs in the administrative
processing of cases, probably none would be more worthwhile
than this. The checklist in Exhibit 4 should provide the
necessary overall guidelines and objectives for carrying out
such an effort.

If there are a large variety of recurring instruments,
orders, instructions to the jury and similar form-like
documents, no one of which receives heavy usage, it may be
more practical to prepare them as needed on an automatic type-
writer (word processing machine), such as those employing
magnetic cards, tapes or disks for storing the fixed informa-
tion. (See Chapter V.) However, a careful study should be
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Exhibit 4

CHECKLIST FOR STUDY OF FORMS AND FORM-LIKE DOCUMENTS

O 0O

g

O

Does each form have a concise, meaningful title printed in large type
at the top or bottom?

Is the language short, simple and easy to understand, or is it
¢ouched in archaic¢, overly legalistic, or unnecessarily lengthy or
meaningless words and phrases?

Are forms designed in a block format, the various items carefully
organized and arranged, and where appropriate subdivided into separate
sections for different types of data (sce FExhibit 5), rather than in

a free, open, and loosely organized style (sce Exhibit 6)?

Does the vertical spacing conform with the method used for filling in
the form (typewriter single or double spacing, six lines to the inch,
when completed by typewriter; typewriter double or triple spacing when
prepared by hand or by both methods)?

Has the space for entering each item been accurately measured so that
it is adequate but not wasteful?

Are the forms as self-instructional as possible, leaving no doubt as
to theé specific information desired and thus making it unnecessary to
refer to a procedural manual or other set of instructions? = (See
Exhibit 7.)

If more than one copy is routinely required of heavy use forms, have
the forms been printed on carbon interleaf sets or -paper that m-kes
carbonless copies? )

Has a system of standard color coded paper or color stripes been
adopted to facilitate distribution of copies and prevent confusion?
(For example: Court - white; Prosecutor - yellow; Defendant/Defense
Counsel - light pink; Witness =~ light green; and Law Enforcement Agen-
cy - light blue.)  Alternatives: . Print the title of the recipient at
the bottom of each copy, or 1ist the distribution of each copy on the
top ‘copy,

Have check-off blocks rather than spaces requiring written entries
been used wherever possible to reduce completion time, prevent errors
and confusion, and assist in making the forms ‘self-instructional?
{See Exhibit 8.)

Have separate forms that are used for similar purposes, or forms used
in a single transaction. or event, been combined wherever feasible to
reduce overall completion time, printing costs, and paper. stocking and
handling problems? - (Examples:. form that combines appointment of a
public defender or a private attorney for an indigent defendant with
the defendant's oath of insolvency; use of the same form for both mis-
demeanor and felony cases; or a combined warrant or summons and. the
law enforcement officer's report of service.)

Are preprinted forms or form-like documénts being used, if practical, -
for heavy-use, repetitive documents such as. informations, orders; and
instructions to the jury? - (See Exhibit ‘9.)

Are preprinted form letters or notices being used instead of individu-
ally prepared repetitive letters, memoranda, and notices?

Where the form or form-like document consists largely of text, has a
special effort been made to avoid blank space fill-ins by consolidat-
ing the items in tabulated form t6 reduce vompletion time and improve
the appearance of the form?  (Sce Exhibit 10.)

Have compaction techniques such as one and one-half typewriter spacing,
photographic reduction, and rephrasing and reorganization of the con-
-tents been used to reduce two-:and three~page forms to one page in
order to reduce printing costs and the time required to read and com-

~plete the form?
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Exhibit 4 (cont.)

If a copy of the form is to be filed or
t Y prong fastencrs i
are forms prepunched at time of printing to save filing t?m:?fOIder' :

Have all the forms been assigned numbers |
i ; s and are the nuniber and th ;

gate of issue printed at thg bottom or téc top of the form to facilE : ‘
tate identification, ordering, stocking, and distribution of the |
forms, and prevent the use of obsolete editions?

?rglpgglt;?n and organizational titles, only, used on forms in lieu of
nd1v1 ual S names to prevent the need for reprinting or crossing out
and correcting names when changes in personnel occur?
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Exhibit 5

FORM WITH BLOCK DESIGN FORMAT
REPORT OF CITIZEN'S COMPLAINT

United States Antoraey’s Office, Supecior Court Division

POTENTIAL DEFENDANT '

Lasi. First, pen) Middie Nawe (ot I' Sen ate ul hith, oi Age
rivnss Addrdt Linctude Zip Cudel Phons No.

Woik Addiam (Include an‘C‘i’ﬂc) Phons Ko,

Diner Pousdsle Contact Point Fhons No.

Any pravirns Tompisint atoul this person?
A

"
0 Ho or tnk

t YES, give dave and
sttech rotly ot rapuit

I THas 1o Peiton aiva been a Compiainant?
1

"
1 No or Unk

YES! glve drie ana

eltach cony ol teport

Doas.Poteyiiel Defandgni neve an Arrwsi Recorg?

g Yu O Ne

O Unknown

f “YES, complete the (ollawing
POI0 Numbes g lcnumu
COMPLAINANT
Last, First, and Minais Nams {Priatl l Son Date .0l Birth
Homs-Addren {In¢lude 2:p Cods) Phane No.
Word Addian {includs Zip Code) Prons No.
RELATIONSHIP OF COMPLAINANT TO- POTENTIAL OEFENDANT Has this Perion slsg been s Datendaat?
O Spous [inctuding common law) O Ex:Spouse O Frend 0 Employer ot Emptoyse
\] 1
0 chiw O o ine oA 1 D Stsngee =} :v.:i‘l‘; yos gIve Al & sitach COpY &
T Other Family O Giry or Woy. Frisnd - 0 Nughtos 0 Other (ch"v)*{ O Ne or Unk
OFFENSE
Datw Tume Locstan

Teoe of Otfense

Remacke (Hove Police bean contactsg? Y

N

1 you List nama, tats, Bina 40 distrjcty

1nvorvicass By

Dite

=

DISPOSITION
ausa OATE ASSIGNED J¥PEOF NOTICE
BET HEARING
TIME TATE OF NEARING OATE LETTER SENT
sy
FBARINGS SET TIME - DATE OF HEARING OATE LETTER SENT
FOR ng .
TIME DATE OF HEARING OATE LETTER SENT
s
»
. CHARGE {ottach topy ot warcent)
O 188Ut WARRANT
T Sotist Setwicas O Neghnorhood Legel Service T O Ostver (Specity)
2 ateen yo Q. Smah Elarmyg Count 1 O Citizeniinlo Senncs l
{3 DTHER OISPOSITION (Explain)
REMARKS
AUSA me Iﬁﬁﬁnnummﬂmnmno T
USA T 4iRe 31 73}
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1,

la,

7.

8,

{ ) Committed to Smirhton or to Hughesville

Exhibit ¢

EXAMPLE OF LOOSELY ORGANIZED FORM
%

FORMAT for JUDGMENT AND ORDER, CHILDREN'S COURT

( ) Boone County

( ) Jonhnson Coungy
Docket No,

Name of chiid:

Date of begring:

Child accompanicd by:
13
{ ) Paxentsg

( ) Attorney, Name:

DA's office represéntative:

Nature of Proceeding:

() Child admitred to deliquent acts:

() Child admitted to status as CHINS, by reason of:

{ ) Testimony taken

L) Testimony taken, Child fourd delinouent by reason of
commission of;

() Testimony taken, Child found CHINS by reaéen of:

¢) Pre-disposition roport used

Finding of court:

() Delinguent

{ ) cuIns

(') Neglected

Disposition of the Childq:

( ) Placed on Probécion
() Inderterminate period not to exceed éne year
{ ) Period:

() Supervision by other than local Probation Office:

( ) Spectal conditionsg:
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E‘ Exhibit 7
% :
L SELF-INSTRUCTIONAL FORM : ;
. DO NOT DETACH ; . 5
ATTENTION: DEFENSE ATTORNEY, Ifyou desire to entoll the defemlunt 1 o preteial isversion prut\:l:n, ;l:.lrnr x!u\:c ag sppaintinent h;lrl'h “’T ‘ ‘ ;
At Unted St Moy Miepenat Tl Secin o 16 e B 0 o ks S v sy, : ii
. Exhibit 8 |
é;,; ' UNITED STATES ATTORMEY FOR THE DISTRICT OF COLUMBIA, SUPERIOR COURY DIVISION s
P PART | = CASE IDENTIFICATION (Tobe completed by Assistant United States Attorney at papering)
3 A f.ast, Fuesl, spd Middle Name (print} ( Sex .| Dsie of Birth PDID Number
i Codefendani(s) {Omce Chaige(s) Lab Number Deie
@ ' PART 1l - DEFENSé COUNSEL STATEMENT (To be completed by Defense Counsel) _
cien 'a Ho ddres lude ZIP Code) “Telephone Number Couit Case Number
5 Befendantin Hope Addrmas finelude 2P CH j - STATE OF NEW MEXICO COUNTY OF oo
’ Length n D.C. IN THE o COURT
Employer's Name snd Addrens Telephone Number Type of Business STATE OF NE\V MEXICO ND.- P
Defendant’s Occupation Length Employed v S T
Delendant's Educnlional Beackground ‘ Any Drug or ) Yes Candilional Release lnuludcé: JOhn DOe . *
Alcohal Problems [ {3 NTA Testing ™ RCA Treatmeat .
1t Defendsiy Has Previous Arest Record, Give Date{s) and Charge(s);
Present Difense Y)-lr JTnme LPhcc 3 NCH WARRANT
THE STATE OF NEW MEXICO TO ANY OFFICER
Remars AUTHORIZED TO EXECUTE THIS WARRANT :
] v . : e
YQU ARE HEREBY COMMANDED to arrest.. ...
s venee oo and bring (him) (her) forthwith before this Cou
to answer one or more of the following charges:
Name of Defense Counsel ST:Iephone Number(s) Date (Check appropri:lte hox or l)OXCS)
Failure to appear at the time and place ordered by this Court

PART Il ~ REPORT OF INTERVIEW (To be completed by Assistant U.S, Attorney)

F BI.Check Completed? D Yes [JNo L ab Results (Il apphicable) #f X:coads ot Narcotic Diversion {77 ves
{U Crimins) Record, explain below) Amt: Substance: ¢ase has enroliment been spproved? ] No

Remarks — Notes

Failure to appear as required by a summons issued by this Court
Failure to appear as required by a subpoena issued by this Court

Failure to appear in accordance with the conditi
] > onditiohs of
imposed by this Court rele@se

’Conditions of release previously imposed should be revoked
Contempt of Court

00 oooo

D Defendant ‘i’n not oul:ble for sny pn‘l(nl‘} diversion Imzrviewes ‘Dne Time .
program and defense is being so notifie: D Fallure tO pay ﬁnes or COStS previousl im Sed
{To be completed by Asst. RETURN 4 po
PART IV — INSTRUCTIONS TO DEFENDANT DATE 0 Fail . ..
U.S. Attorney) T ailure to comply with conditions of probation
TYPE OF PRETRIAL DIVERSION PROGRAM AND ACTION REQUIRED D‘,,c AsSA‘S jmt,
) Regort 10 Dfficisl in charge, Rm; 404, 611 G Street, ThTRTen ey menes -
D PROJECT CROSSROADS N.W,, Washington, D.C, : . (}Vfagfstrate) (DlStriCt ]udge)
D NARCOTICS DIVERSION Report {0 Official in charge, Rm. 714, 613 G Street,
Dels d-A { Guill N.W,, Washingten, D.C, )
01 Snd Supponing Docomena 1ot : , RETURN
REHABILITATION CENTER Report-to Official in charge, Rm, S N
0 ror avcomoLics e — : I arrested the above-named person on the. _. . . e, day of
e '] sor, . v . B, . . .
[} FIRST OFFENDER TREATMENT 40&?&?«{?5}11":‘ -npd"cvt:m;';eltmme follcw:w: T TRISmRRm e e ? 19 ey by ta.klng Such person into Custody‘
D FBl TOUR -- Report {o 9th end Pennsylvanis. Entrance to Justice Dept., Room 1732 d
at 9:00:2.m, on. .
[} COURT ORMENTATION - : Signature
Time Dste Place. :
# Date Time In | Tuone Ouat |Total Hra, : : E i

COURT OBSERVATION —
Tota} Hours. Required: e : .
O : Title

{Report to Asst, U.S. Attomey,
Rm. 310, Bldg. A, $18 5th St.,
Washington, D.C.

.,

OTHER OBSERVATION — )
D ‘Total Hours Required; . £ . v

[ RESTITUTION.
(Specily)

. Topic No, of Wards
. CL [ mssay :
0 OTHER ‘
{Spectly) O
Diversion Progrem Next Count Program Supervisot Telephons No. g . : i
Completion Date Apptmance " ‘ :

FOME USA § - 7 (Revited 8 - 74)
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i Exhibit 9

¢ EXAMPLE OF A FORM SERVING AS AN INFORMATION 5 : \
SUPERIOR COURT OF THE DISTRICT OF COLUMBIA 13 Exhibit 10

Criatinal-Division

EXAMPLE OF FORM-

The United Statos Attomey for the District of Columbia informs the Court that within the District of Cojumbisa;

LIKE DOCUMENT FEATURING TABULATED SPACING

E
: DEFEHUANT'S NAMT: (Frint} wy Hasy rOIU
b ,
i OEFLNDAND'S ADDASS cen ! UNITED STATES ORPARTMENT OF JusTicE
¥ did on or about
commit the ¢rimo of_ ciimbs indicated herein and jdentified by an-X-mark or X-marks; : ©PPICK OF THE UNITED sTATRS ArsomNEY

D IMPLEMENT POSSESSION - in that ha unlawfully had In his possession implements that may reasonably be
WABHINGTON, D.C, 20001

{pyed i the commission of €rime, 10 wit, narcotics paraphemalia, in violation of Section 22-3601, District
of Columtia Codar i MRIGONES prEpRamAna, e st v
s i STATES ATTORNIY
. SurBmars Couny Dyt
D DANGEROUS DRUG POSSESSION ~ in that he uniawfully had in his possession a dangarous drug consisting of : St &
9 M2 ¥ SYRITTS oW,

in violation of Section 33<702(a) {4}, District of Columbia Code. ; JI
D NARCOTIC POSSESSION - in that he uniawfutly had in his possession.and under his control a narcotic drug . N

consisting af

in violstion of Section 33-402, District of Columbia Code.

D NARCOTIC POSSESSION - in that ha unlawfully had in his possession and under his control a narcotic drug
consisting of
in violstion of Section 33-402, District of Columbia Code.

D PRESCRIPTION FORGERY AND UTTERING - in that he unlawlully mads and uttered & false and forged prescrip-
ton for the pumase of obtaining a dangerous drug, 16 wit; -
, in violation ot Section 33-702{z) {5), District of Columbia

You are hereby notified to a

‘ ‘ ppear for a hearing at th i
States.Attorney's Office for the Superior Court of she Dis:rli):;t:g
Columbia, as explained below:

Code,

D MAINTAINING A COMMON NUISANCE » in that ha kept and maintained a common puisance; to wit;

a place which is resorted to by narcotiz drug addicts for the purpose of using narcotic drugs and which is used P. \ i I
for the illegal keeping and selling of na/cotic drups, in violation 6f Section 33-416, District of Columbia Coda, ; tace 06 Hw"-ng’
D PETIT LARCENY - in that he took. and carried away, with intent to steal, certain property of value consisting of ) D First floor, Bldg. E, 601 Indiana Avenue, N.NW,
tha property of gainst itie will of the owner in ) - Room 102, Bldg.
viofution of Section 22-2202, District af Columbia Code, : 0 » Bldg. B, 400 F Street, N. W,
C] PETIT LARCENY - in that he took and carried away, with intent to steal, certzin property of value consisting of . v '
) Time:

the property of against the will of the owner in
violation of Section 22-2202, District of Columbia Code,

Readon:  Complai . .
M al
{3 rossession OF NUMBERS SLIPS - in that he did knawingly have in his posession and under his control, mplaint charging you with -.-
records, notations, receipts, tickets, certificates, bills, siips, tokens, papers and writings, current and not
currant, used and to be used in an illagal lottery commonly known as the numbers ganie, {n violation of Section
22-1502, District of Columbia Code, Y .
ou may, if you wish, have an attorney present with you.

(3 MAINTAINING GAMBLING PREMISES - in that unlawfully he knowingly a3 cuner, lesses, agent, employes, : Failure to appear may result in a
operator, occupant and otherwtse maintatned and aided and permitted the maintaining of a gambling premises, have any questions concerning youtw:;;:’g:arfgz Ygu;‘laggstp If you
ity " . a -
to wit; ' - 386-6569 {or 426-7590 after 5:00 poms). > Cé 6568 or

in violagion of Section 22-1505, District of Columbia Code.

D SEXUAL SOLICITATION - in that he unlawfully invited, ‘enticed, pérsuaded and addressed for the purpose of : : UNITED STATES ATTORNEY

inviting, enticing and porsuading for the ptipose of prostitution and an smmoral and lewd purpose, ; FOR THE DI ) -
— . 3.person wha had previously attained the age of DISTRICT OF COLUMBIA
aixieen years, in vialation of Section 22-2701, Cistrict of Columbia Code,

i ' By:

Chief, Superior Court Division

USA T-6 (Ed.7-73)

UWITED STATES ATTORNEY FOR THE DISTRICT OF COLUMBIA i 4

BY: ASSISTANT UNITED STATLY ATTUANLY §0R Tt OISTRCT.OF COLUMBIA : : DATE
OFRICLA: OIETAICT: B B
’ . DOJ- 197308
B UBAVEXTIB(Rav. 4+1:73) :
L BALIVIR TO THE COURT
-28- &
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with attention to manpower and

equipment costs, elapsed ?ime, poisi:lepgigtligzcziéeagiaggg;
ierice. The best solution may be to
ngéedgiuments, and prepare individually the ones used only

infrequently.

‘ i i lv~
£. Examination of Backlogs. The first step in so.

ing the backlog problem is to determine precisely itcyzéghof
point or points %he backlo%stegts;éy génzirgteaégzar ;0 P
the backlog is often not what it ‘ appear to bey
the second step is a comgrehen51ve analysis o biem (o h
to determine whether it 1s (a) a work load prg e
work or tooc many tasks for the personngl.to whom e Y ned

i : (b) a staff problem (unqualified, poorly P
?i:%%?i?;nti Lr incompetent pergonnel); (c) a systegiosroblem
(breakdowns and inefficiencies 1n.proceQUre§, wor ¥ wérk
assignment of tasks, work schedgllng, dlstr;butlon of we '
controls, etc.); or (d), a comblgatlgn og two or ig e of on
the foregoing. Once this determination 1slmade, E?ig Tson_
conducting the study should be able to devise specl

dies for solving the backlog problems.

made of the two alternatives,

Exhibit 11 is a checklist for analyzing the problem
and developing possible solutions.

. Review of Mail and Other Com@unlcatlons. This step
of thg study 1s primarily'conceined glgih:?ecggi;aéirs%iiiing
efficiency, manpower regqulrements an : O

ocessing incoming mail and the preparation an P
i?doﬁigoing mgil. although t@e handling of mgll.and Oggiiion
communications will come up time and time agailn 12 ccénk t
with various other aspects of the study,‘ t pays to ta 2f
separate look at these practices, particularly 1in v1ewa tia
today's spiraling postage and_manpower_costs. Fgg.mano%
are aware of the total costs involved in the han ;ng
mail, although these costs can.be qons%dgrab;e. fT etizme
manager who requires an extensive jusglflcatlon %i he e
purchase of a piece of equigment costing $1,000 o e; s .
not challenge annual expenditures of $5,000 or more for Pp
cessirg of mail and postage.

The person conducting the study should follow thehchigt;
1ist in Exhibit 12 and recommend changes as needed. The
maction office,"™ as used in the checklist, reﬁers toht e ai
organizational element or (in §mall organlzat}ons)ht e 12 e
vidual employee who is respoq51ble for prgparlngvt e iﬁgm%hi—
taking other action on the piece of incomlng ma;l or =
cation, or initiating the action on outgoing mail.

..30...
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Exhibit 11

CHECKLIST FOR EXAMINATION OF BACKLOGS

Does the work load include a substantial volume of minor cases or
activities not germane to the principal functions or major respon-
sibilities of the proseccutor's office? (Possible solutions: De-
criminalization of certain offenscg or greater utilization of existing
authorities; transfer of certain functions to other offices; discon-
tinvance of certain functions or activities.)

Could the work load be reduced by inavguration of a pretrial diversion
{probatioun or rehabilitation) program for first offenders and certain
other types of defoendants, or greater utilization of existing programs?

Is there an imbalance in the work load among the various offices and
jurisdictions? (Possible soluticn: Reorganization of the prosecutors'
offices and the courts.) ) N

If the major backlog is at an attorney's desk, is 10 percernt or more
of his time being spent in performing nonlegal administrative tasks
such as contacting witnesses, answering routine inguiries, scheduling
interviews, gathering evidence, etc.? (Possible solution: Use para-
legals to perform such tasks, as discussed in Chapter VI, or train
secretaridl or clerical personnel to perform some of the tasks and
assign the responsibilities to them.)

Is the backlog due to lack of knowledge about the work, failure to
perform tasks efficiently, or improper scheduling of tasks? ' {Possible
solutions: Conduct. additional training, develop more definitive posi-
tion descriptions and procedure guides, and establish daily, weekly,
and monthly work schedules.)

Are any bottlenecks caused by overspecialization in assignment of
responsibilities and tasks, or overconcentration of key processing
steps at one point? (Possible solutions: Less specialization; re-
sssignnient of responsibilities and tasks; additional training; and
arranging fer backup personnel to assist automatically with the work
during peak periods and to take over when regularly assigned personnel
are not on duty.)

Are the procedures or work flow unnecessarily complicated; do they
include unnecessary s$ieps: or are they otherwise inefficient or obso=
lete? ' (Poszible solutions: Temporarily assign the person in the
organization with the best systems and procedures knowledge to rorré¢ct
the deficiencies, or obtain the services of a systems or procedures
specialist, following the guidelines in section 1 of this chapter.)

Are the forms and records less efficient than they might be, or are
new forms and form-like documents needed to simplify and expedite the
processing actions? (Possible solutions: Using task e above as a
guide,. obtain the services of a profepssional forms designer, if at all
possible; otherwise, try.to make the improvements in-house.)

Are there appropriate controls, such as tickler files, and adequate
follow-up to assure that actions are taken in a timely fashion and
that all required work is completed? . (Possible solution:.  Install a
simplified system for keeping ‘track of deadlines and pending. work,
as discussed in Chapter IV, and then follow up to make sure that the
work is being completed promptly.) '

If the bottleneck is largely a problem of communications with other
agencles, particularly police departments, has a thorough study been
conducted to resoive the problem? (Possible solution: Use mechanized
methods such as teletype machines and other on-Iine remote terminals
which permit direct queérying of the other agency's computerized data
bank; or; if the problem is partly due to interoffice communications,
use direct telephone "hot" lines or an intercom system.)
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Exhibit 12

CHECKLIST FOR REVIEW OF MAIL AND OTHER COMMUNICATIONS

Are Incoming letters and other communications promptly delivered to
action offices?

Is interoffice maill being promtly moved from point to point?

If witness subpocnas and summonses are being returned by the Postal
Service or the sheriff as undeliverable, have the law enforcement
officers been requested to be more careful and thorough when obtain-
ing, verifying, and recording addresses? (See Frank J. Cannavale, Jr.,
and the Institute for Law and Social Research. Witness Cocpcration:
With a Handbook of Witness Managemcnt. Lexington, Mass.: D.C. Heath
and Company, 1976.)

If outgoing mail musf be dispatched over the signature or titles of
supervisory officials, but the replies should be delivered to indi-
vidual action offices, are correspondence symbols or similar identi-
fication techniques used to facilitate direct delivery to such action

offices?

Are personnel responsible for opening and distributing incoming mail
fully knowledgeable and adequately trained to assure that items are
delivered to the proper action offices without delay? (In larger
organizations, it may be advisable to prepare a mail routing guide
for the use of such persons.}

If messengers are used, is there a pickup and delivery schedule? 1Is
the frequency of pickup and delivery adequate and is the schedule
coordinated with that of the Post Qffice? Are the pickup ani delivery
points at the right places and properly identified?

Is the dispatch of outgoing imail centralized, in order to make it prac-
tical to use postage meters and possibly other mechanized eguipment

{(Lf justified by volume) and provide tighter controls over the use of
speclal mail services?

Have rules been established on the basis of costs, beénefits, and
other considerations as to when special mail services will be used
(special delivery, first class versus third or fourth class, and
registered, insuvred, or certified mail)?

Have deadlines been established for answering various types of incom-~
ing mail, and are all replies being made within a reasonable time?
{Although difficult to administeér,a central control is sometimes
necessary over the handling of "VIP" mail from high ranking officials.)

Have the number of reviews of outgoing mail been reduced to an abso-
lute minimum and authority delegated to o6fficials at lower levels to
sign routine outgoing mail (either over their own signatures, or for

- the prosecutor)?

~ Is a special effort being made to use short, simple words, phrases,

sentences, and paragraphs, rather than "legalistic" language, partic-
ularly in correspondence and other documents prepared for the public?

Are the following methods being employed, wherever appropriate, to
-reduce costs and expedite processing actions? ’

{(a) Prepare reply by making handwritten entry on'incoming
letter or memorandum, ‘then returning it to the sender
and making a copy on an office copier, if necessary,
for record purposes. g .

{b}. Use forms and form letters wherever pracktical. Unless
it le necessary to have a copy of the data entered in
_the blanks, do not prepare a copy for the file; in-
-8tead,  annotate the incoming mail or other tecord. to
indicate :the date such form or form letter was sent,
(Also, whenever feasible, return any incoming mail
with the reply.)

-32-

(c)

(d}

(e)

[:] If there is a considerab

within

Y

Exhibit 12 (cont.)

Use automatic typwriters (égg Chapter V) for re-

petitive lettors and olher documents when this method

is more eccnomical or practical th inti
: i an printin stock~
ing, and preparing forms or form letters, o

Use window envelopes instead of closed indivi

wind 5 , ndividuall
prepared envelepes to save time. {They should be Y
used for individually preparced letters as well as
forms or form letters.) '

When supplying correspondents with i
. postage paid re-
;ugz ggzglopes for their use in replying, uge U.s
(] ice printed permits in licu of 2
or metered mail, ) oF postage stamps

le volume of point-to-point communications

the office and with other agencies, ha

t nd . 2 ve such methods as tele-

ggggghggiecgnghgggsglgis. intercom, telet§pe and other remote terginal
i im i

evaluated; e transmission systems been fully explored and

f'33 -
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h. Survey of Office Layout and Equipment. A separate
survey should be made to determine 1f the office layout is
as efficient as possible, taking into consideration procedures
and work flow; whether the space and equipment is properly
allocated and utilized; and whether increased efficiency
or reduction in personnel costs could be realized by securing
additional space or equipment. Most of the data needed to
perform task h should have been obtained during task ¢, Desk
Audits and Study of Work Flow. Flowcharts would be especially
helpful in making the analyses required in task h.

In conducting the survey of office layout and equipment,
it is necessary not only to consider procedures and work flow
as they now exist, but as they would be affected by any changes
being recommended. Consequently, it may be necessary to de-
velop one or more alternatives for some of the recommended
changes in office layout and equipment.

Exhibit 13 is a checklist that should be helpful in con-
ducting this survey.

i. Analysis of Special Problems. The - -study tasks
described above provide the guidelines for a detailed analysis
of the administrative activities within the prosecutor's
office in order to determine measures that can be taken to
solve problems and improve efficiency. Once this is done,
and the recommendations developed, any special problems and
abnormal situations that emerged during the general tour
or in interviews with office personnel should be reexamined
to determine whether the proposed changes will alleviate
them. Generally, the solution lies not in just one improve
ment (revision and development of forms, for example), but
in a combination of corrective actions--some administra-
tive in origin, ‘and others perhaps of a legal nature. The
major task is identifying both the immediate and underlying
causes of the problem. The checklist in Exhibit 14, to-
gether with the detailed guidelines included in the preced-
ing checklists, should be helpful in narrowing down the
possible causes and developing solutions, if the problem is
administrative in nature. Selected reference sources and
aids are included in Appendix C to provide further guidance
for the person conducting the study.

j. Study to Determine Feasibility of Using Microfilm.
It is unlikely that microfilm will play a major role in re-
ducing costs and increasing efficiency within- the prosecutor's
office, for two reasons: microfilming of records for space
saving purposes alone is normally not justified or practical;

~.and case files, which constitute the bulk of the prosecutor's

records, are generally unofficial, privileged working files
rather than official records. Once the case is closed, the

-34-
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Exhibit 13

CHECKLIST FOR SURVEY OF OFFICE LAYOUT AND EQUIPMENT

a0 oag

DOOD OO oo oo

O

Is the layout of desks and equipment logical in terms of wotrk fiow?

Are individual employees or groups of employees whose work requires
f;g§u§nt contact and communication located as close together aa pos-
sible '

Are office files and equipment located as close as possible to the

primary users?

Is spec@alized equipment such as office copiers, dictating machines,
automatic typewriters, mic¢rofilm cameras, etc., "pooled™ in order to
achieve better ytilization and to permit all potential users to.share
in the benefits?

Are there any bottlenecks or lost time due to demand exceeding the
capacity of the equipment, or equipment breakdowns?

Where problems ;n the~use of equipment are the result of peak loads,
has proper cgnsxderthon bgen given to scheduling its use and possible
double or triple shift and weekend operation during such periods?

Is the_use of relatively expensive equipment and supplies being proper-
ly monitored and controlled to prevent waste and abuse?

Could any of thg problems or expenses in connection with equipment use
be ;educed by simplification of procedures or improvements in form
design? (See task e.)

Is thg present gqu@pment the best suited for the job in terms of speed,
capability, reliability, quality, ease of use, servicing and cost?

Are equipment operators properly trained? Are any problems arising
due to use by inexperienced personnel?

Is the eguiprent being properl& maintained and ‘'serviced?
Is there any surplus equipment that should be disposed of?

1f data processing equipment is in use, has adequate attention been
given to‘slmpllfyzng and reducing the costs of input by the use of
se}f-god;ng forms; producing the input documents as a by-product of
existing paperwork; and adopting other source data automation tech-
niques? {see Chapter V.)

If data prgcessing or other automated equipment is in use, has a
comprehensive analysis been made of users' needs to assure that the
full potential of the equipment and the data base is being utilized
for both management and operational purposes, and that the output
products are ideal in terms of contents, format, design, frequency,
distribution, ete.? :
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Exhibit 14

CHECKLIST FOR ANALYSIS OF SPECIAL PROBLEMS

Ys the problem in uny way due to the manner in which cases are as-
signed to judges and calendared?

is the problem attributable iq any way to inappropriate work assgign-
nents or weaknesses in supervision? . (See task b.)

Is the problem due all or in part to inadequate, faulgy,dunnezessg:ily
complex or neecdless procedures; impropgr work flows; xna.quaoe con-
trols; inadequate oY faulty documentation or record keeping: Or

nesses ‘in reports? (See tasks ¢ and 4d.)

; i ts in the design, fab-
ould the problem be reduced ghrouqh improvement /
Sigation, grincing, and stocking of forms, and in mgthods usedt;? or
completing them; development of new forms or form-like 2oc;m2n) :
clarification or simplification of the language? (See tas .

Is the problem in any way due to lack of witness cooperation or gther
aspects of witness management?: (See Frank J. Cannavale, Jr., an

i i . i ss Cocoperation: With a
Institute for Law and Social Research witne g'c. Lon ot

Handbook of Witness Management. Lexington, Mass.:
Company, 1976.)
N

i inal or nonproduc-
roblem in any.way due to a bottleneck, margina
t?vzh:czivities, an imbalanced work load, or thg fact ?hét a g;eat
‘deal of the attorney's time is spent in performing administrative

duties? (See task f£.)

i i i i : cessing of incoming
1d the situation be improved by speeding up pro . C
ggg outgoing mail, reducing the manpower requirements; Or limproving
communications practices and methods? (See task g.)

Could the use of microfilm help in any way? - (See task J.)

1Is the problem in any way related to office layout or equipment? (See

task h.)
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files can be destroyed after a reasonable period (two to five
years, or as prescribed by state statute or regqulation).

There are three reasons why microfilming existing collec-
tions of case records to save space is seldom justified or
practical: costs exceed the benefits; it is often difficult
tc produce microfilm of the desired legibility; and users
normally find it more convenient and satisfactory to work
with the original documents than the microfilm.

The costs for photographing existing case files are ap-
proximately $35 to $50 per linear foot of files, because of
the time required to remove the individual documents from
the folder, extract staples, and otherwise prepare the contents
for filming; time regqguired to operate the microfilm camera,
inspect the film, make retakes and prepare labels; and costs
for equipment, film, and processing. The original files could
be stored in low-cost warehouse space for 50 to 100 years
for the same cost. 1In addition to the initial costs, the
use of microfilm requires expenditure of funds for eguipment
and supplies to view the film and make paper enlargements
of individual documents. '

Difficulty in obtaining a legible microfilm copy of
case records i~ caused by such factors as lack of contrast
between the color of the paper and the information recorded
on it, and faint carbon impressions or handwriting. For this
reason, it is difficult to obtain complete user acceptance.
In addition, many persons find it inconvenient to leave their
desks to view the film, especially since they must scan a
large amount of material to locate the specific documents
that interest them. There are other disadvantages as well,
including the inability to enter written notations on the
documents, and problems created when new material must be
added to the case file. (There are solutions to these prob-
lems, but the additional costs usually outweigh the benefits
realized from converting the case files to microfilm.)

Despite these limitations, microfilm may prove beneficial
for operational and reference purposes in some prosecutors
offices, particularly in the future. The possible use of
microfilm should therefore be included in the study.

In recent years, a great deal of attention has been given
to making microfilm a management improvement tool. Today,
the microfilm reference copy is available not only in the
old familiar roll form but in cartridges or cassettes, with
special technigues and devices for quickly locating any spe-
cific document. There are also microfilm jackets (strips of
microfilm inserted between two layers of transparent material
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card-size carrier) that make it po§sib1§ to add
ngfggge: within the file, and microfiche (m}crgf;lm images .
arranged in rows, as in the jacket, bgt consisting of'a single
piece of film), which is an ideal medium for reproducing and .
distributing material such as voluminous publications, researc
documents, precedent decisions, statutes, cgdes, rules, alpha-
betical and other case indexes and directories. However, these
special features add to the cost of the microfilm system.

The computer and related equipment havg become vital '
working partners to microfilm in the following ways: py m?}?-
taining and producing indexes to the contents of the microfilm
file, thus making it possible to locage documents qu;ckly
within a massive collection of microfilm; and by making it
possible, through the use of COM (compgter output microfilm)
equipment, to produce microf%lm copy directly from computer
magnetic tape, thus eliminating preparation of a paper copy
altogether. |
' As a s§stems tool, therefore, microf%lm offgrs three
possible advantages for the prosecutor: it permits storage
of large quantities of documents or data at the point o§ use;
it permits duplicate sets of documents or data to be maintained
at various locations; and it offers p0551b%e savings in pupll-
cations acqguisition costs, since those available on microfilm

normally cost less than paper copies.

It is obvious that no microfilm project should be under-
taken until a thorough cost-benefit study has been made,
all alternatives have been carefully considered, gnq ghe
end product and system thoroughly tested fqr'fea51p111§y‘
and user acceptance. The checklist in Exh}blt 15 1s.d1v1ded
into two parts: factors to be considered in converting paper
records to microfilm; and factors to be congidered in design-
ing or selecting a microfilm retrieval system.
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Exhibit 15

CHECKLIST FOR STUDY TO DETERMINE
FEASIBILITY OF USING MICROFILM

Factors to be considered in converting paper records
to microlilm

What are the total costs for preparing the documents for filming,
producing the film copies, and providing the equipment and supplies
for the user, versus alternative costs for retaining and servicing
the documents in paper form?

Are the documents susceptible. to fast, low cost filming (absence of
two-sided copies, bound volumes, folded papers, irregular sizes, vari-
ous colors, mutilated documents, and faded or poor copies)?

%
Are the documents generally of sufficient quality to produce a legi-
ble microfilm copy?

Is the camera operator properly skilled and trained?
Is the camera of the Proper type and quality?

Is the film of proper type and quality? Regardless . of the intended
use, either the original camera film or the first duplicate copy
should be of archival quality (suitable. for permanent retention).

Are there proper contrils over the processing {developing and washing)
of the film? (Processed film should satisfy standards for archival
quality.)

Is the film being properly authenticated and inspected? 1Is a separate
(original or first duplicate) copy of the microfilm being stored in

a safe, properly maintained location for protection against 'loss, de-
struction, or damage to the working copy? (A "security" copy should
be stored under conditions specified for storage and care of archival
microfilm.)

Are all necessary and appropriate measures being taken. at time of
microfilming to assure fast and easy retrieval of documents, now and
in the future?

If updating is necessary, are all necessary and appropriate measures

“being taken at time of microfilming to assure that it can be done in

an efficient and fully satisfactory manner?

If a document series is to be microfilmed in the future, is everything
practical being done today to revise the present paper copy system in
order to reduce filming costs and improve the guality of the micro-
film images for filming tomorrow?

Factors to be considered in. designing or selecting
a_microfilm retrieval system

Is the system for locating and retrieving desired documents or. data
adequate, .and the costs consistent with the need? :

Is the microfilm reference copy medium (conventional roll film, car-

tridges or cassettes, microfilm jackets, microfiche, or other) the
best suited to the situation at hand?

Is this system compatible with other microfilm systems in terms of
type and size of medium and reduction ratio? .

Are. the microfilm viewers or viewer printers of the proper number,
type, and gquality consistent with the need?

Is the system being properly ménitored and the equipment and. film
properly maintained?

Has the system .received proper user acceptance and are the costs fully
justified? ) . R




II1. GENERAL USES AND PURPQSES OF A MANUAL
OR SEMIAUTOMATED PROSECUTOR'S
MANAGEMENT INFORMATION SYSTEM

Upon completion of the study recommended in Chapter II,
the prosecutor should have gained a comprehensive knowledge
of the strengths and weaknesses of the present system for man-~
aging the administrative and operational aspects of his office
and the improvements that should be made. Chapters IV and V,
which follow, provide specific guidance in designing the type
of PROMIS system configuraticn that is best suited to the
prosecutor's resources, preferences, and needs, both present
and future. (In addition, many of the principles and guide-
lines contained in Chapter II will be of assistance in imple=-
menting Chapters IV or V.) The purpose of this chapter is to
give the prosecutor an insight into the full range of possible
uses and general purposes of a manual or semiautomated PROMIS
system, so that when designing the system, he can make certain
that it will have the capabilities he considers essential or
desirable.

These possible uses and general purposes are as follows:
Case monitoring
. Improving operating efficiency

. Case classification for priority process-
ing and other purposes :

. Case calendaring

. Information retrieval

.  Case status reporting

. Case documentation

. Witness management and issuance of subpoenas
. Work load reporting and forecasting

. Conducting analyses and research

A. Case Monitoring

PROMIS aids the prosecutor by providing a concise, con-
venient record for use in monitoring all aspects of thu
prosecution of individual cases. A complete description of
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the case, the charges, the parties involved, and events which
occurred in the courtroom as well as between court events are
immediately available for determining the progress being made
in the case, and making decisions about further actions to

be taken. One of the most significant differences between
PROMIS and other case management information systems is that
it records the’reasons for adverse action, including rejected
or reduced charges, nolle prosegui, dismigssal by the prosecu-
tor or the court, and continuances (postponements). ‘PROMIS
is, therefore, of particular assistance to the prosecutor in
monitoring cases to assure evenhandedness in the exercise of

discretionary powers.

The various types of data immediately available to the
prosecutor for monitoring a case include:

Information about the crime, the arregt,
the charges, the accused and his criminal
history, and the complainant and witness;

. Record of any other pending cases against the
defendant;

. Decisions not to prosecute and the reasons
therefor; ‘

. Decisions to reject, raise, lower, or add
charges and the reasons therefor; ‘

Negotiation and acceptance of pleasj

. Decisions to allow defendants to enter a
‘diversionary (rehabilitation) program instead
of going to trial;

Decisions to nolle prosegui or dismiss and
the reasuns therefor;

. Information about the cases assigned to each
assistant prosecutor, each defense counsel,

and judge; and

information about court events and final dis-
position of the case (dates, names of prin-
cipals, outcome and reasons therefor). '

B. Improving Operating Efficiency

one of the major objectives of PROMIS is to provide an
‘orderly, logical system for performing the administrative as-
pects of case processing by bringing order to what is” often
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a chaotic situation The vari i
. . ous forms and items of d
gggt:;geqdin PgOMIg al§o serve as a checklist to assur:t:hat
ey ii eratloq is given all aspects of the case, thus sub--
antially redgcxng the possibility that somethin '
of importance is overlooked. ’

The prosecutor i i
;??vigge?:éugiisdfggéigggizdfzeiﬁzgg Egeshggngﬁezrgiegésaﬁgfice
Possible operational benei?i;ngfeggégignigciﬁd:hiéé 2giig§iﬁg?.

. Improved service to members of the attorney staff;

. Increased management information capability} “
. Increased flexibility;

. . Better communications;

. More efficient forms;

. Better records;

. Ingreasgd‘pract@cability for using paralegals
an admlnlstratlvg personnel to assist in the
paperwork and administrative processes;

. Reduction of elapsed time in case processing;

. Reduction of errors and omissions;

. Improved uniformit i
oved ) y and consistency i -
processing; ¥ In eass

. Easier monitoring for hottl
. ¢ enecks, backlogs
case assignment and reassignm ' '
productivity; gnmenty, and

. Better continuity in ;
. in operacions when ¢
in personnel occur; ! changes

. Easier training of new assistant prosecutors; and
. Potential for rendering new and valuable services

or assistance, at little or no additi
. : = 11 itional cost, t
other agencles~w1th;n the criminal justice syséem?
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C. case Classification for priority Processing
and Other Purposes

The ability of PROMIS to jdentify and rank cases accord-
ing to the seriousness of the crime and the gravity of the
defendant's criminal record (his danger to society) is ob-
viously more needed for day-to-day operations in the large
urban prosecutdrs' offices than in cmaller ones. In a small
or medium~-sized office, the chief prosecutor and his principal
assistants generally have a fairly detailed knowledge of the
more serious cases; therefore, the classification and rank-
ing capability of PROMIS may not be needed at the early stages
of the prosecutory process. However, with the passage of time
and the buildup in the case backlog, it becomes more difficult
to keep track of these cases to assure that they receive spe-
cial attention, particularly when attempting to evaluate the
importance of the case on the pasis of both the seriousness
of the crime and the offender's threat to society.

’ When reviewing the list of pending cases, one is more
likely to judge the importance of the cases on the pbasis of
seriousness of the crime, possibly overlooking some of those
cases where the current crime is not particularly serious,
but the defendant's criminal record and known behavior place
a special obligation on the prosecutor to assure that every-
thing possible is done to obtain a conviction in the pending
case Oor cases. {All too often, the criminal justice system
has failed to obtain sufficient evidence to place criminal
charges against such persons, and all too often even when ar-
rested they continue to pass through the system unscathed.)

PROMIS offers a capability far beyond that of human mem-
ory when dealir: with larger case loads and when viewing the
situation over the 1long haul. Further, it can pe disciplined

to respond, without fail, in any manner the prosecutor may
desire.

potential uses of the case classification capability of
PROMIS in small and medium-sized prosecutors’ offices include

the following:

. Ranking or identifying all pending cases to
ensure that all serious ones receive special
attention, particularly in such matters as
investigation and keeping track of witnesses;

. Ranking or identifying cases on trial calendars

to assure that any serious cagses receilve priority
treatment; and
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. ?222;23 Sgylgzggifying closed cases to ascertain
ious cases are being 1
evaluate prosgecuti i % iilrerion
ve effectiveness i i
cases; and to measure th 3 impact o
tc . e extent and impact of
5é23ebiﬁga1n1ng, particularly in those gases
e accused has a seridus criminal record

D. Case Calendaring

tiona?%;hgggg :he courts in many jurisdictions have tradi-
tionally bee ne:pon51b1e for scheduling c¢riminal cases for
tri p;osecutg 0 glways be‘the most practical arrangement
schedﬁiin t r is 1nvglveq in selecting the trial date andw
schedul ngedzgeié ;iz;ggelzgo consi?eration such factors’
scheduling of serious cases"ewﬁase e st 1o
s L _ p ether the defendant is i
cuptody: muaer of witnessen and axtinatad Lengin of urisy
ing, nolle prosequi, or dismissal-oa 4 readtbite pargain:
prosecutors for trying important éasgs avallablllpy of
J 3 . (8chedulin

gggésiéezuzﬁdalways give due consideration to the tgéeggble
AP OLN- thsrgfirences of the court, and the rights and '
AP v e gnse.) Many prosecutors schedule cases
unotrlc they; even }n.sgates where case scheduling is by
gtatute espon§1b1%1ty of the court, and some prosecu-

prepare and distribute the official court cale’ndarCu

Th
cion ofetﬁgoin system serves as an ideal vehicle for prepara-
blicity, bat alendar, not only for reasons of ease and sim-
D ailibt foraiiglg:isssinlt contains valuable data not always
in a court calendar such
numbers and types of police officers and otﬂer off?gigimzié
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In those jurisdictions wh
’ ere the calendar 1
the court, PROMIS can be used by the prosecutorliopgigggig o

advance working copi
-€ W pies of the court ca ar
and listing arrangement desired. lendar -at.any frequercy

Preparation of the calend
: JL . ar through the ‘
offers the following possibilities andgadvaitzggg?s system

e ?sbléshing the calendar at regular intervals
theat¥§2§ed;£o§ Exaﬁple, 15, 5 and 2 days before
: e 0 keep key personnel in t
court and offices of the pro ' hiies
’ o ff tor bli
defender, jail, bail a Dies. and law enfo
r ] gencies -
ment agencies fully informed;, "nd law enforce
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. Identifying and/or listing cases on one Or
more priority bases, such as importance of
the case, length of time case has beern in the
gystem, whether the defendant is in custody,
and release status of the defendant;

. Improving knowledge about which cases will
actually be going to trial by removing from
the trial calendar cases in which the de-
fendant will plead guilty or there is to

be a nolle prosequl O ¢ismissal action;

. Improving the acheduling process by taking
into consideration such trial time factors
as number of defendants, number of wit-
nesses, and type and complexity of case;

Reducing confusion by jdentifying or br ing-
ing tggether records of codefendants; and

Preparing special "operational" calendars

such as separate listings by name of judge;,
assistant prosecutor, the public defender OC
other defense counsel; jurisdictional area; Or
1aw enforcement agency.

E. Information Retrieval

One of the more time-consuming activities of the prose-
cutor's office is responding to routine telephone and other
inguiries made by law enforcement agencies, officials of the
court, public defenders and other defense counsel, relatives
and friends of the defendant and the victim, witnesses, pro-
bation and parole officers, the press and others. In addition,
the prosecutor is frequently expected to furnish data to other
local, state, and federal agencies.

In designing PROMIS, special consideration was given to
the various technigues and equipment used in modern informa-=
tion storage and retrieval systems. Consequently, PROMIS
offers the prosecutor an improved system for storing and re-
trieving information and permits the use of either low cost
techniqueS'(special cards and other manually prepared recards)
or more expensive techniques (machine printouts and cathode
ray tube npy" display). Retrieving information from such sys-
tems can often be accomplished on a self-service basis, OL
by members of the administrative staff. i

b
i3
o
:

Special attention has also been given to structuring the §
PROMIS data base 8O that it is as compatible as possible with i
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those used in other imi j i
those use _ criminal justice data system i i
nal Crime Information Center (NCIC?, th:’céggiggzgged

Criminal History (CCH
St ) ) System, and Offender Based Transaction

PROMIS, therefore, off
ot ‘ ‘ ' ers the followin
potential benefits for information storage gngdZZZE?Z::land

Time savings £ Y ion
or attorneys and ti
: . ‘ reduc
of interruptions in their work;
’

. Faster and easier retrieval of information;
’
. Easier transfer and exchange of data with |

other agencies, i :
;, including the
enforcement agencies; 9 courts and- law

. Easier conversi
sion or upgradin
: ; o) m
sophisticated system; and g to a more

. Possible savings in
: . costs of informatio
i;orage and retrieval by utilizing or sga i
e court’'s computer system. sohe

F. Case Status Reporting

: It is not enough to have k i

i i 1 ' a system that i ffici
ful§§m:5;32 égtiéeval purposes. If the proseiuigfligezg gor
fally aware of 1 e actlvltlgs of the office, he and thos eh
ey reminglgg the affairs of the office should Se ‘2 i
odically re evei tg§ the status of each pending case ig 215
Hoscirie measureg ing is unde; proper control and téat ali o
of the older casesa;: 22;;gaga§§2 E; N gl disposition
regularly remind the prosecutor ofLwﬁgitigzdgnii.bepgggésb;an

producing case status 1i i
cuch as: lists according to key characteristics,

., All pending cases;
. All cases pending at a specific stage;

. All cases pending at ifi
; . , a specific st
for over a given number of days; e

. All pending cases sche ; ‘
specific date; and duled for trial on a
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i warrant lists for
itive and outstanding or
) igzes where no arrest has yet been made

the accused has absconded.

4 14 ’

i i ection C
or by importance of the case, as described 1in S
above.

i : 1so help the prosecutor
i These'casieitigizsltit§eigg;?n: if there arg an%ugggilng
o prOCESSlzgtanding warrants against the accuse .nding S e
O athe Ouf?'cials of the court might f%nq‘the ge Ing ting
e e ?icial in their work. The fugitive agicgu_
igiiinzeiists might also prove useful to the PO .

Gie Case Documentation

L |
r anyone in the prosecutor 'S

i i what
oftice, in reviewing 2 cace. 10 Cf i tice B e e rroom,
e takeg piiiinwozgtzr:g, the reason for the acglogéciod
R o es involved. A second test'of a properly do
e part;es is to be able to ascertain with some ig ably
mented case:tain things did not occukt: for examp gland .
R Ceo prior Lelationship between the ocouiﬁe and th
t?iiimYaihgre was no provocation by the victim;

v 7 !

. i nin
did not participate in the crime; and no plea bargaining

has taken place.

1t should be possible fo

accurate documentation becomes inc;zaiiggég
important as the size of the oifice i:?? lo;ilgggce and of
:oin the prosecutory St . , 0 ee
n%ﬁeitgigzzgsogothe memory of the person who handled the ‘
o
: 11 rose-
WhlcihcaZtgiea rAlthough the PROMIS system re%u%resrzgirged
ani r io reco;d more facts than are pgobablzo ;iﬁ?mize Loe
o, the forms and records can be des%gnedh A A
22:é and effort required for dooumintéggoi e gxpeéience mon
i {oue places in this han . rce has
Strszgdtggtvigéobengfits listed below exceed. any addition
ro ‘

‘work that may be involved:

Complete,

i er
Better case documentation (more facts, few
errors and omissions);

Easier and faster recording of facts;
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isky practice for that person, the prosecutor,

-

. Easier and faster training of new prosecutors;
and

. Increased practicability in using paralegals
and administrative personnel to assist in case
paperwork and administrative tasks.

H. Witness Management and Issuance of Subpoenas

No prosecutor is likely to challenge the contention that
the successful prosecution of a case demands proper witness
mar.agement and issuance of subpoenas. Typically, there are
three impediments to efficiency in witness management:

. Procedures that are based on the premise that all

- cases will be going to trial. Viewed from the na-

tional norm, less than 10 percent of cases are dis-
posed of by trial. Subpoenas are often issued in
cases where the witnesses are not required, and

witnesses frequently appear in court only to be told
they are not needed.

. Inaccurate and incomplete witness addresses and re-
lated data. These problems are most often caused
either by the failure of the arresting or investi-
gating police officers to give proper.attention to
obtaining and verifying witness addresses and tele-
phone numbers, or errors in recording this data.
(It is also sometimes evident that witnesses give
incorrect addresses because they do not want to get
involved or fear reprisal, a situation that is
no doubt precipitated when police officers guestion
witnesses within earshot of the accused.)

. Weaknesses in the methods and controls for communi-
cating with witnesses. The prosecutor has a vested
interest 1n these matters, yet in many jurisdictions
the responsibility is split among three agencies:

. The court, which often issues or prepares the
subpoenas, or both.

The sheriff's office (usually someone other
than the arresting or investigating police
officer), which serves the subpoenas or .
(in many jurisdictions) mails them. Proce-
dures often provide for the sheriff to
report the results of his efforts to the
court, rather than to the prosecutor.
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Because of this and the possiiiiiiyigfno
i issions
earlier errors or OmM1SS1ORS,
assurance that the w1tne§s Wliieaggizgcutor
ess
in court when needed, un ‘
takes the time to contact each witness

personally.

‘ much or
rosecutor, who oftgn does as
ggihgps more wérk than if he handled the

matter himself.

i i or to
One answer to these impediments 1S for theiggiziigs ‘e
assume the responsibility for the preparatilion,

p

i r investl
assure that the arresthg o] ' polo¢
22%?22ist2re doing everything possible to obtain the prop

i ocess
addresses and telephone numbers of witnesses, and that pr
servers perform their job properly.

i i i for
PROMIS'provides the prosecutor with thed1Qeaiozzgzitz
issuance and control of witness subpoenas an dlzgtages nte
in witness management in general. Possible adv

penefits include the following:

Reducing the number of subpoenas prigiriﬁaind
served by withholding the action ug lhich
point in the prosecutive process i twthe iise
there is a reasonable assurance tha

will be going to trial;

R . ;. ¢
Reducing errors and omisslons by having direc

control over the prepgrgtlon‘and serglgngice

of subpoenas and receiving reports o

or nonservice;

i for placing
ting subpoena proqedures :
) 'aiziesszs on standby in all or certain types

of cases;

un itnesses
Reducing unnecessary appeagance?szizizgigz aée
iz i ible savings
and realizing possib ] 5e8"
paid a fee or reimbursed for transportation;

Reducing confusion and misunderstanding on the
part of witnesses;

| i ini i index by. names
. intaining -an alphabgtlcal in . '
g? witnesses, making it possible to identify
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guickly the case involved when inquiries are
received, and to determine whether the same wit-
ness is involved in more than one pending case;

. Preparing "thank you" letters in instances
- where the witness appeared in court or indi-
cated a willingness to serve but was not needed;

. Improving communications between witnesses, law
enforcement agencies, and the prosecutor; and

. Improving relations between witnesses and the

criminal justice system (police, court, and
prosecutor).

-

In addition, in semiautomated or automated PROMIS systems,
subpoenas can be prepared automatically, together with a
witness index for use in identifying the case involved when
witnesses call or appear and lack this information.

The prosecutor should find the following publication
of interest and assistance in dealing with witness problems:
Frank J. Cannavale, Jr., and the Institute for Law and Social
Research. Witness Cooperation: With a Handbook of Witness
Management. Lexington, Mass.: D.C. Heath and Company, 1976.

I. Work Load Reporting and Forecasting -

Managing a prosecutor's office is much like any other
business in one respect--facts and figures about the present
work .load are needed to determine current resources expended
on cases and, even more important, to determine and justify
future requirements for funds. The most common complaint
expressed by prosecutors is the lack of adequate funds, but
they are often hard pressed to produce the facts and figures
needed to convince those controlling the budget that existing
funds are being properly utilized, that additional funds are

needed, and that the amount requested is accurate and justi-
fiable. '

The PROMIS system and its data bank provide a relatively
simple means for preparing whatever reports are needed to
reveal the present work load, in any manner or detail desired.
After the system has been in operation for a while, it becomes
possible to plot trends in the work load and thus formulate
more accurate forecasts of future budgetary requirements.

There is no single measurement that provides an adequaté

picture of the work load. Various diagnostic classifications,
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which can be compiled through the PROMIS system, are needed.
These include such categories as:

Case intake: number of cases considered,
charged, rejected or reduced;

. Preliminary or pretrial hgarings: numger
of cases bound over, dismissed, aborted;

) indicted, re-
. Grand jury: number of cases in 1,
jected? or charges reduced by grand jury,
and withdrawn or dismissed by the prose-
cutor, where applicable;

i i i : number
. Motions and miscellaneous hearings: num .
and types considered, approved and dismissed;

i i type
" rials: number of cases tgled, by .
Tjury or nonjury) and verdicts, and possibly

i i urpose;
3 time spent in court for this purp ;

i iti : disposed of
. Other case dispositions: number dispcC
by guilty plea, nolo contendere, dismissal or ‘
nolle prosequi, and suspended due to defendant's
disappearance;

. Pending case load: - number of pending cases at
various points in the prosecutive process;

i : ding cases as-
. Case assignment: number of pen
signed each assistant prosecutor and ngmb?r
processed by each during any given period;

Subpoenas: number of individual subpoenas
issued; .

. Continuances: number of times prgsecutor 4
participated in a court action wh}cp resulte
in continuance rather than disposition; and

. Warrants and summonses: numbeg issued agd

k cancelled and number reviewed in connect%on
with overall periodic review of outstanding
warrants.

Not only can these figures be readily ohtglned from the
PROMIS data} but the counts can be structureq in thefmiggeiotal
most meaningful for portraying an accu:ate plctureho e,
work ‘involved: for example, counts that reflect the
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number of charges, the total number of defendants, the total
number of witnesses,; and total number of court appearances,
as well as conviction and sentencing data.

J. Conducting Analyses and Research

Because*'of the paperwork and case documentation methods
employed in most prosecutors' offices, it is impractical to
conduct analyses and research except on a very limited scale.
As situations change and problems arise, the prosecutor must
often rely on assumptions rather than facts to determine the
causes, take corrective action, and formulate office.policies.
Having done this, the prosecutor is again proceeding under
fog-like conditions, for he usually has no way to obtain an
accurate measurement of the results or the overall effect of
changes in policy and management practices.

Data and statistics on the processing and disposition of
cases in the prosecutor's office can also be highly benefi-
cial to other criminal justice agencies in determining the
effectiveness of their methods, identifying needed improve-
ments and training, and formulating policies. In one large
police department, for example, data comparing police charges
with those filed by the prosecutor and the reasons for the
differences are used to identify erroneous, ill-advised, or
improper police procedures and the need for training, other
corrective action, or changes in policy. . Similarly, informa-
tion on case dispositions, parcticularly rejected charges,
nolle prosequi and dismissal actions, and the reasons for
them can also serve as a guide for the police in determining

how well they are doing and whether any additional changes
need to be made. :

; Obviously, then, the public defender, the courts, pro-
bation and parole officers, and correctional institutions
should also find the data available through PROMIS benefi-

cial for conducting analyses and research within their areas
of responsibility.

The PROMIS system and its data base also make it possible
to ‘analyze current experience and trends, with their causes
and effects, and make judgments about the possible effects
of changes in policy, statutes, and rules of procedure. The

following are examples of the types of analyses that can be
made: .

Are defendants with comparable criminal histories
and current charges being given equal treatment?
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What percent of police arrest charges in each
jurisdiction are modified by the prosecutor?
Wwhat percent are totally rejected?

What are the reasons for charge modificq}ion or
rejection? Is there a need to brief the" police
or provide training assistance? ‘

Wwhat are the main reasons for nolle prosequi
actions and dismissals? Do they reflect, for
example, weaknesses that should have been
detected at case intake?

What percent of cases involve arrestees
who were free on bail, parole or probation?

What effect does a close victim/accused re-
lationship have on case disposition in
various types of crimes?

What have been the final dispositions on all
cases of a certain type (e.g., narcotics)
for a recent period?

Wwhat is the average delay between arrest,
indictment/arraignment, trial, sentencing
or other disposition?

what effect does an increase or decrease
in the time between arrest and trial have:
on case disposition? ‘

what would be the effect of curtailing
or modifying plea bargaining?

What are the effects of pretrial diver-
sion (rehabilitation) and various cerrec-
tional programs on recidivism? .

What are the patterns and trends in eriminal
behavior~-overall and within different
geographical areas? ,

What is the relationship between the charges
and the defendant's (or victim's) personal

characteristics, such as age, place of resi~
dence, etc.? : '

“What would be the effect of working out

arrangements with the police whereby they

-54-

would inform witnesses when to appear in

court, rather than prepari :
separate notice? preparing and serving a

What would be the effect of initi

scheduling cases for a pretriait;Zéign

(ratber than for trial) four weeks fol%owin
arraignment, at which time only the defenseg
p;osecuto; and judge would be present, for ’
the purpose'of taging pleas and workiﬁg out
igy gther final dispositions possible at that

: me? The purpose of such a procedure would be
o] e}lmlnate.unnecessary call up of witnesses
igd jurors, increase efficiency in estimating

£ e trlal work load and scheduling cases for
rial, and reduce the overall work and expenses

of the prose ; -
defende?. cutor, the court and the public

What would be the effect of
_ other alter-
nate case scheduling methods and systems?
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IV. DESIGN AND OPERATION OF A MANUAL
PROSECUTOR'S MANAGEMENT INFORMATION SYSTEM
In developing the manual and semiautomated versions of

PROMIS, the primary objective was to provide prosecutors i
with a system that is simple, vet retains the major features i
and benefits of the computerized system. Comments from
prosecutors and others who have studied the manual and semi-
automated versions of PROMIS presented in this handbook con-
firm that this objective has been accomplished. The basic
components of the manual PROMIS system are: ; '

the Case Progress Docket, a card that serves as

the master record and main reference device;

. a Subpoena/Witness Record with multiple copies, -
which facilitates issuance of the subpoena and A
provides detailed data about witnesses for both e

K ) reference and research purposes; o

. the Calendar Card, which permits rapid prepara- jf
tion of either a comprehensive court calendar or .
working copies for the use of the prosecutor, with P
a minimum of effort; )

. the PROMIS Crime Analysis Score Sheet, which pro- Pl
vides a means for rating each case according to ik
the seriousness of the crime and the criminal's i
threat to society for use in establishing prior- ;ﬁ@
ities and gathering statistics for research TR

purposes; and

. a low cost, everyday folder for housing the papers
associated with the case.

; The procedures and forms embody the design principles
and concepts set forth in Chapter II, and make possible the
uses and benefits of PROMIS described in Chapter III. Fur-
ther, the manual PROMIS system provides the prosecutor with
numerous alternatives to permit the flexibility needed in
tailoring the system to the needs, objectives, and resources
of the office. While it is essential that the prosecutor
manager carefully consider the various alternatives before
making choices, he can do this, as well as install the sys-
tem, with little or no assistance from the outside. To be
successful, it is essential that the prosecutor manager con-
sider not only the contents of this chapter, but the material
covered in the others, as well. It should then be possible
to develop a system that is both effective and efficient.
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The prosecutor manager has one general choice in addi-
tion to those specifically prescribed in this chapter.
When establishing and maintaining the Case Progress Docket,
the Subpoena/Witness Record, the Calendar Card, and the
PROMIS Crime Analysis Scoresheet, it might be necessary
or practical initially to collect complete data only on
the more serious felony and misdemeanor cases, and main-
tain skeleton records on the others, or omit altogether
from the system such minor, routine cases as violations
of hunting and fishing laws and local ordinances. How~
ever, careful consideration should be given all the rami-
fications, particularly the disadvantages experienced by
continuing obsolete and perhaps inadequate or inefficient
methods and record keeping practices for the cases not
included initially in the new system.

A, PROMIS Data Base

¥ N
The Prosecutor's Management Information System will

capture the following items of information on each case
as it passes through the prosecutive process from arrest
or grand jury indictments through final disposition and

sentencing:

1. Pacts About the Defendant

Name
. Aliases
Date of birth
. Place of birth

Identification numbers:

. Local
. State
. FBI

Names of any codefendants
. Sex
. Race

. Marital Status

o o e U

L

e sty

Place of residence
Length of residence

Employment status

Previous criminal recorg = A
| o

iy O
fitg

Qld or pending case number

PROMIS criminal score

Facts About the Criminal Event '

.

Incident number

Arresting officer

Arresting officer's agency/unit
Victim's last name

Relationship of victim(s) to defendant
Date of offense

Time of offense

Place of offense

Date of arrest

Time of arrest

Place of arrest

?g;thUSE ?zich defendant brought before

: 9., complain i
formation, indiétmeng) TTs warFant) dne
Possession of weapon, if any, by defendant

Use of weapon o sic i
Setengans P r physical force, if any, by

Property stolen/evidence recovered

PROMIS crime score
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Facts About the Charges ‘E . Physical evidence

. Charge designation or abbreviation é . Scientific evidence
. Applicable statute number ~é pestimonial- evidence
. SERRCH charge code | : . Witness availability
. Charging agency(ies) (e.9., police, prose- é . Witness attitude

cutor, or grand jury) L
. Witness credibility

. Date charges filed
. Defendant problems

. Disposition type:
. Prosecutor problems

Diversion (defendant pretrial re-

habilitation) : if . Hung jury
. . « Rejection of charges by prosecutor ?% . Mistrial
. Not indicted ;E Procedural/Administrative Reasons
. Nolle prosequi | ?Z . No probable cause
. Prosecutor dismissal ; . Diversion (defendant pretrial rehabilitation)
. . Court dismissal ;é ' . Plea neéotiation |
i . Guilty plea éi \ . Motion/special hearing
. Nolo contendere ' '; . ~ Other
. Jury (trial) conviction | . jf . Disposition Date
1 - '
. Jury (trial) acguittal 5i 4. Facts About Court Events
. Nonjury (trial) conviction ' % | . Current court case number
. Nonjury (trial) acquittal ' ;% . 0ld or pending cases
. Mistrial TE ' . Prosecutor(s)
. Transfer to another jurisdiction !é | . Defense counsel(s)
. Reason for rejection, nolle prosequi, or dis- u? . Judge(s)
missal: ;
Legal Problems ‘% . Date of event
.  Prosecutive merit
. Due process g
-60~ -61-
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0ld (defendant) release status (status at beginning
of court event):

. Personal recognizance
. Jail
. Bond amount
. Other
. Type of current court event:
.. First hearing
. Preliminary or pretrial hearing
. Grand jury
. Arraignment
. Motion
.  Trial
. presentence investigation/sentence
. Appeal |
. Other
. pate and type of next court event

. Reason for continuance (witness availability'
problem, court uniable to reach case, sentencing,

etc.)

New (defendant) release status (status at end
of court event) ' '

. Sentencing information, as applicable:
. Confinement period

. Confinement type (concurrent, conse-=
cutive, confinement or fine, other)

.7 Fine amount

. Fine amount suspended

..62...
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. Special sentence period
. Special sentence type
. Special sentence suspended period, if any

. Probation period

. Probation type (supervised or unsupervised)

Facts About Witnesses and Victims

. Name .
. Address

. Home phone number

.  Work phone number

. Witness type:

. Arresting police officer
. Assisting police officer
. Investigating police officer
. Other police officer
. Chemist
. Fingerprint
. Other professional type
. Complaining witness '
. Eyewitness
.. Other essential
} Nonessential
Sex
Age

Race
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. Relationship to accused:
Spouse (including common law)
Child
',  Other family
.  Ex-spouse
. Cohabiting
. Girlfriend or boyfriend
. Friend
. Acquaintance
¥ , Neighbor
. Employer or employee
. SBtranger
.‘ Other
. Testimony problems, if any
Witness criminal record, if any
. vDatesksubpoenas issuéd
Dates subpoenas served, if applicable
. Reason not served, 1if applicable
Name of officer serving subpoena, if applicable

. Dates witness appeared

' B. Record Descriptions and Purposes

ments.

i ‘ - tains four forms
This prototype manual PROMIS gystem con s f m
that captuge the items of information for the data base de
scribed in section A. These forms are the Case Progrgssv 4
Docket, the Suprena/Witness:Reco:d, the Calendar Card, an
the PROMIS Crime Analysis Scoresheet. '
here in sufficient detail to permlt any prosecutor's office

They are described

to develop a set of forms tailored to its particular require-

...64..-

1. Case Progress Docket

The Case Progress Docket (shown in Exhibit 16) is the
heart of the manual PROMIS system. It 1is the basic form
upon which the key facts about the defendant, criminal event,
charges, and court events are recorded. It is the principal
operational record of the manual or semiautomated PROMIS

system, and the primary source of data for reporting and
research purposes.

These cards may be assigned a sequential number in
the upper right corner, which can be used to keep track
of criminal incidents in a decentralized system where there
are two or more prosecutors' offices. The advantage of this
number is that it ensures accountability for all cases han-
dled within a given jurisdiction as well as ensuring that
the correct disposition is tied to the correct incident
if a defendant has more than one case pending at any time,

It is assumed that Parts I, II and the police charges
in Part III will be entered by typewriter and the remainder
completed by hand., However, all parts of the docket are
designed for completion by either method. Since accurate
spacing on this form is essential, detailed design speci-
fications are provided in Appendix D.

a. Record Description. The following items of infor-
mation are recorded on the Case Progress Docket card. 1If
there is insufficient room in the allotted space, or an
explanation is needed, use Part VII on the reverse.

PART I: DEFENDANT

Provides basic case identifiers {(items 1 and 2),
indicates the gravity of the crime and the defen-
dant's criminal history (item 3), and describes
the defendant (items 4 through 16).

1A.  Case Number(s): For current case.

1B. 0ld or Pending Case Numbers: For cases in which
a defendant has been previously convicted or in
which charges are currently pending.

2. Suspense Dates: Dates by which specific court
events must occur. These dates are mandated by
speedy trial legislation in effect in many jur-
isdictions. This legislation often requires
certain court events to take place within a
specified number of days, or the case against
a defendant may be dismissed. The legislation
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10.

lll
12.

13.

14.

15.

l6.

also allows, under certain circum-

:igiiég; for some periods to be excluded from

the specified number of days between evgnti;
Examples are congested trial dockets an e e
unavailability of the defepdant. .Thege susgeged
dates will change when a time period is exclu ea
from the specified number of days between ezened,
consequently, the suspense dates mustkbe enter

in pencil to facilitate changes when necessary.

i imi i Scoreg: Scores
PROMIS Crime and Criminal Ranklng ‘ :
derived from filling out a PROMIS Crime Analysis

‘Scoresheet described in section B.3. These

scores are used to assign a case pglquty rantlng
based on the seriousness of the grlmlnal even
and the criminal's threat to society.

Name: Last, first, middle.

Date of Birth: Month, day, year.

place of Birth: City and state.

Aliases: Names.

Sex.

Race: Uses identification or coding system of
Tocal jurisdiction.

Marital Status: M-Married and living with spouse;
S-Single, 1iving alone; D-Divorced; W-Widow; or
C-Cohabiting.

Identification Numbers: Local, state, and FBI.

place of Residence: City and state.

Length of Residence: Under 2 years or over 2
years.

Codefendant: codefendant's name(s), if any.

: : i t time, unem-
Employment Status:  Full time, par ' -
plgyeg, nonworker (e.g.. housew1fe, student, 1n
valid). ‘

Previous Criminal Record: ¥n§icates whether a'f
defendant has a previous crlmlnal_record, and 1
SO,‘whether it is in connection with a local or
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nonlocal crime, or both. Some jurisdictions may

- wish to add a check block item to indicate "stat-
utory habitual criminal."

PART II: CRIMINAL EVENT

Lists essential facts about the criminal event and
assigns an jncident number that enables the prose-
cutor's office to track the event during charging,
all court events, and sentencing or other disposition,

17.

18.

19.

20.

21.
22.

23.

24,

25.

Incident Number: County, state or local number,
1f any, assigned to criminal event. If incident
numbers are not presently being used, it may-be
desirable to assign "dummy" numbers, since the
criminal incident number serves as the key to
link together all the defendants and other par-
ties, charges, dispositions, separate case num-

bers, etc., involved in any individual criminal
event.

Arresting Officer: Name (and badge number, if
desired). '

Arresting Officer's Agency and/or Unit,

Victim: Last name only and relationship, if any,
to defendant. Space 1is provided only for the
names of two primary victims. A Subpoena/Witness
Record (see section B.4) is also prepared for
each witness/victim, and includes the full name,
address, and other pertinent data. In cases in-
volving deceased victims, the last two copies
only (the Witness Record form and card) should

be prepared and the card filed in the witness
file discussed in section B.4.e. The words

DECEASED VICTIM should be entered in the address
area.

Date of Offense.

Time of>0ffense.

Place of Offense: City and state and/or local
address. '

Date of Arrest.

Time of Arrest.
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26. Place of Arrest: City and state and/or local
‘ address.

27. Did Accused Possess Weapon at Time of Offense?
Included 1in the Case Progress Docket and the
PROMIS Crime Analysis Worksheet. This key item
is frequently desired by the prosecutor for gen-
eral' information and statistical purposes, as well
as for use in prosecuting the case.

28. Did Accused Use Weapon or Physical Force? See
comments for item 27.

29, Stolen Property/Evidence Recovered: Lists all
major 1items of stolen property that were re-
covered and used as evidence. If more space is
needed, use Part VII on the reverse side of the

form.

30. “Method By Which Brought Before This Court: The
means by which the defendant 1s i1initially brought
before the court, e.g., warrant, indictment, arrest

on scene.

PART III: CHARGES

Traces each charge from its origin through disposition
and, if the charge was rejected, nolle prosequi, or dis-
missed, indicates the reason therefor. Although this
part of the form is intended to cover only the four most
serious charges in a case, additional charges may be

listed in Part VII if desired.

31. Charges: The abbreviation commonly used in the
jurisdiction installing the system; e.g., "CDW"
for carrying a dangerous weapon. Charges resul-
ting from previous criminal incidents may also be
listed here and may be prosecuted in conjunction

with this case.

31A. Incident No.: Identifies charges resulting from
different incidents. The first incident number
listed is the one shown in item 17, pertaining
to charges in this case.

32. Statute: Applicable statute number of the of-
ense. ;

33. SEARCH Code: NCIC charge code that describes the
offense. These codes are used for reporting crimes
to the FBI. (See Appendix E for a listing.)

-70~
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Filed By and Date: 1Indicates which criminal jus-

datg. For example, if the charqge was fil

police and also by the prosecutgr, the togdtsg ehe
blocks would pe checked and the appropriate dates
entereq.. (This information is used to determine
the origin of each charge.)

Disposition Type: Appropriate code ‘
alphabetical abbreviasiog from the 1?:Qb§£ igg
bqttom of Part III. If there are any unusual
clrcumstances incidental to the disposition, ex-
Plain in Part VII. The codes are as follows:

1. DIV - piversion or pretrial rehabilitation:
The defendant is diverted from the criminal
Justice system, normally at or before the
initial court proceedings. No charges are
filed by the prosecutor, or if filed the
charges are dismissed, depending upon the
rules and practices of the court,

2. R - Rejected: Police charge(s) rejected by
the prosecutor.

3. NI - Not indicted: (by grand jury).
4. NP - Nolle prosequi.
5. PD - Dismissal by or at request of prosecutor.
6. CD - Court dismissal. |
7. PG - Plea of guilty.
8. NC - Nolo contendere plea.
9. JC -~ Jury trial conviction.
10. Ja - Jury trial acquittal.
11. NJC - Nonjuryktrial conviction/judgment.
12." NJ2 - Nonjury trial acquittal/dismissal.

13. M - Mistrial.

14. T - Transfer to another jurisdiction or change

of venue. : :

15. O - Other.

-7 1=
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36.

Note: The list of disposition types may have
to be adapted to the local situation and ter-

minology.

Reason Charge Rejected, Nolle Prosequi, or Dis-
missed: Appropriate two-diglt reason code from
the list at the bottom of the Case Progress Docket
card. Enter the code to the right of the nan
prefix. (The ugn prefix distinguishes disposi~
tion reason codes from continuance reason codes,
which have a "3" prefix [see item 44].) It is
also suggested that a brief written explanation
pe included in Part VII, unless the rejection,
nolle prosegqui Or dismissal was routine. Please
note that the reason codes shown at the bottom
of the Case progress Docket also include those
for case continuations. The following reason
‘codes are normally the only ones that apply to

‘case rejections, nolle prosequi, and dismissals.

Problem Reason Codes:

40 - Prosecutive Merit (e.g., violates letter,
but not spirit of law, inconsistent with

office policy)

41 - Due Process’ (No probable cause for arrest,
unlawful search and seizure, etc.)

42 - Physical Evidence (Unavailable, missing,
insufficient)

43 - Scientific Evidence (Analysis report incom~
plete, unavailable, insufficient

44 - Testimonial Evidence {No corroboration of
offense, insufficient nexus between defendant

and crime)

45 - Witness Availability (No show, sick, unable
to locate, etc.)

46 - Witness Attitude (Reluctant)

47 - Witness Credibility

48 - Defense Counsel (Not prepared, being replaced,

no show; does not include defense reguest
for continuance [code 741) ‘

-72-
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49 - Defendant (Problems othe
‘ r than -
fendant Unavailability) code 75 De

50 - Prosecutioﬁ (Unavailabl i
o / e, 1ll, schedule con-
flict; dges not include proseéution requegg
for continuance [code 76])
51 - Hung Jury
52 ~ Mistrial

Procedural/Administrative Reason Codes:

53 - No Probable Cause

54 - Diversion (see dispositi
s ( ol ion type 1 under

55 ~ Court Unable To Reach Case
56 - Plea Negotiation

37. Disposition Date: Mbnth, day and year.

PART 1IV: TRIAL OFFICIALS

Lists the principal court offici
_ ‘ cials. If any ch

gccgr,lthe cbange is indicated by adding thg al;ggfs
tﬁtl;gl prefix from column 41, Part V, to identify
Fo? irst cougt event at which the new official served
casee:gmgﬁ:, if adnew defense counsel took over the )

he secon court event, the letter "B" | ‘
be placed in front of his name’in item 39. A" would

38. Prosecutor(s): Name(s).

39. Defense Counsel(s): Name(s).

40. Judge(s): Name(s).

PART V: - COURT EVENTS

Lists all court events exce ‘ i
. pt for s ja :
which are recorded in Part VI. entencing data,

41. Ditizb Tbe date'ofvthe court event. The preprinted
?i?iia§§§§ Séei;xes are provided to simplify iden-

, e event when remarks are entered i
pPart VII, and also to identify events at which d in

changes in court officials oc ' K
for Part IV.) 'S-ocgur; . (See -explanation

-3




. the defendant's re-
lease Status: Reﬁleqts t
42 %igsgestatus at the beginning of thg cu;rigzd?ourt
event. One of the following types 1s che :

from the reason codes listed on the bottom of ey
the Case Progress Docket card. The list includes . Ba
some that are applicable also, or possibly only,

to case dispositions, and will probably have

to be revised to suit the local situation and

(1) PR (Personal Recognizance)

? fé terminology. Continuance reasons are as follows: Lijg
; | (2) Jail ' 8 Problem Reason Codes: i
' ' . ided.) -
: mate amount in the space provi S
(3) Bond (Indica : - . ; - s &
other (Fill in the appropriate release status § 42 gggiégiiiEZE?ence (Unavailable, missing, A
(4) if the above are not applicable.) L ‘ , :
) : ) R é 43 - Scientific Evidence (Analysis report incom-
Note: It may be necessary to revise this item E plete, unavailable, insufficient)
it local situation. P ‘ ‘ . ‘
to suit the h t event 45 - ﬁltgess AYallabllity (No Show, sick, unable
: iFi our . by . to locate
5 e of Event: Identlf}es each ¢ b ,
;) A3. %%gck ane of the following: g ) . . - .
. ! 46 -~ Witness Attitude ,(Reluctant) 5
N N in . T )
] (I) 1st Hearing crial L 47 - Witness Credibility
- - preliminary Hearing =~ Pretria Lo . s
N (2) g§a§2g9§ L : - 48 ~ Defense Counsel (Not prepared, being replaced, e
i ﬁ no show; does not include defense request for Iy
. (3) 63 (Grand Jury) ‘ 55 continuance {code 741) :
;“

il (8) Arraign (A:faignment) 49 ~ Defendant (Problems other than code 75, De- , LV%

fendant Unavailability)
(5) Motion

50 - Prosecution (Unavailable, ill, schedule con-

flict; does not include prosecution reguest

i | (6) Trial for continuance [code 76])

(8) Appeal F 52 - Mistrial
(9) Otfther e irem Procedural/Administrative Reason Codes:
X : i is
. It may be necessary to revise i . . . e
’iﬁtiuu the l1’oc‘al situation. | | 54 - lzé\é;rgéc;n (See disposition type 1 under
. ] the next ; ‘
8 i o and Reason: The date of -
¢ - Contiﬁﬁiicz (case held over for next regular gourt h ; : 55 - Court Unable to Reach Case
; eve t or postponement of an event) and the reason L ,
2232 for the continuance. The prefix 03 tzg;cétes §l 56 - Plea Negotlation
iy s opposed to a disposition (S t . . . Ry
?tg;“gé??angitzr tgg’twoudigit codihlng}ﬁzttgg . 57 - PH-PTH (Preliminary Hearing/Pretrial Hearing)
' ¥ for the continuance on the line b . '
Egi-iigiznOE Zhe ngn prefix. The code 1s gelected ;g 58 - Arra;gnment




59 - GJ (Grand Jury) 45. New Release Status: indicates the defendant's re-
Tease status at the conclusion of the court event.

The types are the same as those listed for item 42.

60 - Motion/Special Hearing

62 - NJ (Nonjury Trial) Captures information on the sentence imposed by the
court for each charge in the case.

63 - PSI (Presentence Investigation) ‘ |
46. Eﬁééﬂg: Preprinted prefixes, which must corres-

|
|

64 - Sentencing pond to the charge prefixes assigned in item 31,
65 ~ Appeal 47A. Confinement Period: The period for which the de-
tendant 1is ordered confined, expressed in years
°6 - other (Y),.monghi (M), ang days (D)., For example, six
i ears an our months would ~
suspense Date Extension Reason Codes: Appl%cgble y u be expressed as 6Y, 4M.
when speedy trial or otEer.51m1Iar time peglo ;h ce 47B. Confinement Type: A code that specifies:
.observed in many jurisdictions are affected. C‘i e
’ reasons are recorded in narrative form on the Calen: 1 - Comcurrent
dar Card described in section 2 of thils chapter. |
i i 2 - Consecutive
70 - Other Defendant Proceedlngs.(Could 1ngludeh . !
periods‘when the defendqnt is undergoing phys . 3 Confirenett of Fins
ical or mental examination or compentency | B
hearing; is in another trial; has a,case.lnh _ j L okher
which there-is an interlqcutorg appegl; is having | | |
. hearings on pretrial mog;oqs;.ls.hav1qg gls.ﬁase o 47C. Suspended Confinement Period:. Indicates any sus-
Ff transferred b0 4ot e ander és' a;;n%- E pended time 1n the same manner as the confinement
. proceedings against him taken under advise 't i B e e S e anne
- or is involved in other proceedings that preven § “
;‘ him from being present for a court. event) ﬁ ; 48A. Fine Amount: Indicated in dollars.
71 - Congested Trial bocket ' ?@ 48B. Fine Amount Suspended: Indicated in dollars.
72 - Nolle Prosequi and subsequent rebringing of 'f 49A. Special Sentence Period: Indicated in the same
charges | g manner as the confinement period described in
y item 47A, ,
73 - CodGefendant proceedings o , | |
; : ié 49B., Special Sentence Type: Used to record any type
74 = Defense Request ‘ & of special sentence imposed by the court, which
‘ : ; N ; : may be applicable only in an individual jurisdic-
737 befendant Unavailable | | FE tion. Examples are work release and alcoholic or

. . . drug treatmest programs.
76 - Prosecution Reques o i ‘ :
, & 49C. S8pecial Sentence Type Suspended Period: Indicated

80 - Other , : ; | j% in years (Y), months (M), and days (D).
Note: The above list may have to be revised to ;‘? ‘ 50A. Probation Period: Indicated in years (Y), months
suit the local situation and terminology. ; - (M), and days (D).

76~ e | P ~37-
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4
b
¥
‘ «
%
2 50B. Probation Type: Supervised or unsupervised. .
& * K :
2 N ®
g 51. Date: The date of sentencing. ﬁ OEB;E
i ~ “duly
% 52. dJudge: The name of the judge who imposed the sen-— { gggg
! tence. : b
. H 3 .
53. Prosecutor: The name of the prosecutor present e 355
! for sentencing. g =
PART VII: EXPLANATIONS AND CONTINUATIONS ,‘3-.2.%
i e -8
Records explanations and additional information for items 1 - s
appear ing in Parts I through VI. All references should ‘ nEE . .
be identified by item number. 1 g 2= B c .
| EE ati : A g
b. Purposes and Uses. The Case Progress Docket card o 2 s s 0 N
serves as the master summary record of the manual PROMIS sys- o o %52 § -
tem. Whenever an inquiry is received, the status of a case : = W o 8% 5 & R
can be immediately determined by referring to this record. In ; E 8§85 ~=9 5 . - :
addition, the prosecutor handling the case can take the card E Q g S S - & -
.or a photocopy into the courtroom for reference purposes. He ! £ ga3|a nos & . & o
. . : ~ wl woo| o a0, v ~ "o
may also update the Case Progress Docket in the courtroom by ; H I Radall s © s a o 8
recording, in Part V of the card or photocopy: what happened i ~B S mueld 2 N ’ 8
to the case during that particular event. Another important 4 o o 28 &t Sge a > ]
use of the Case Progress bocket is to produce a wide variety 4 H OB S |8 ll5 g .3 = g
of statistical reports, which may be compiled quite easily by : g B g < g Y 4 N 18 28
manual methods. This can be done for closed cases, open cases, B % © ) i kA & g H
or a combination of the two. Examples of such statistical re- i & Q H ' - P o =<
ports are described in the following paragraphs. Obviously, i o 5 - ~ A g E ! on
these are not the only reports that may be derived from the - - b § "3 2 NE g i
data on the Case Progress Docket card. Examples include sta- 5 3 & E ; § § ) (o
tistics on crimes involving the use of weapons, defendants 5 G a i 1 1 SER
committing other crimes while on pretrial release for a pre- : S a8 e gl
vious offense, and numerous other types of information and i 5 - L g gE
statistics for operational, management, and research purposes, ] - 4 g lall8 = SHKE
as explained in Chapter III. L8 o 5| & R I
2o @ g la o | =
No attempt has been made to develop preprinted forms ] 5 € § §
for the reports described below. However, in determining the o o |® b &
types and contents of the recurring reports, the prosecutor 5 5 ‘§ g o )
; should consider development of special forms for this purpose, . 8 : 818 1%
oy ; particularly those employing formats and design principles B 2 a T sl o |8
o  set forth in Chapter 11, section D.4.e. EE% §§ g 5 9
(1) case_Load Overview Report. The Case Load.Over- §o= 22 b kS g & °
‘ view Report‘(ilIﬁstrated in Exhibit 17) provides the prosecutor £l gEE " & § E é H
i . manager with an overview of activities occurring within a given g8 a5 & a 3 5
. _ ‘ period, such as by month or term of the court. Data are cap- o o a E - :
i tured on the number of incoming cases and charges, the types geo X s © 5 3
; . , ; ) s 28 % E & &
il - e g € ] >
g ~
4 78 _7g
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Exhibit 18

SOURCES FOR PREPARATION OF CASE LLOAD OVERVIEW REPORT

Overview Report
Item Number

Case Progress | =
Docket Item Number

1. Total Cases Considered 3;. gizigngbggfséisposition . _7€‘
g. ggtii §2§2%i2d 31: Charges, 35. Disposition (Code“B) ' € .
4. Total Charges Considered gi. 8E2§322, 35. Disposition el
> ol Chérgidd 31: Charges, 35 Disgogit%op (ngid?; KN
G el Cases ;' osed Count Cards in PostTDlsp051tlon o) g .
7. Total cases DL File [See section B.l.e(1)]
5 S Di a 35. Disposition
] TOtai g?s;gidelspose 35. Dispos@t%on (Code DIV.)
19. igizl Rejected 35. D%spos%t%on (Coge g&)
0. Total Not Indicted 35, Dlspos%t+on (Code o
i%' Tgtal Nolled ' 35. Dispos%t%on (Coge gg)
13: Total Prosecutor Dismissals 35. D}SpOS}tigg gggdz o)
14. Total Court Dismissals gg. gizggzition (Code’ BC)
Guilty Pleas . L itl
igé ggﬁgi Nglo %ontendere 35. D;spos;t%on Egggg.gg;
16 . Total Jury Conviction 35. D%spos%t%on (e T
17' Total Jury Acguittals 35. Disposition o ) j
18: Total Non-Jury Conviction 35. D%SPOS}E}Oﬁ {Code NIA) £
19. Total Non-Jury Acquittals gg. gi:ggzitign oode W) ) E
20 v Mlstrlalz 46: Charge Prefix (total of al} :
21. Total Sentence charges sentenced during ;
report period) E
22. Total Confined 4;. gizilnement %
23. Total Fined 29. Eine . i |
24. Total Special Sentence . 'Ppnbation
25, Totad Probgtion 2g. ‘T§§e of event (total of all cases
26. Total Pending Cases . O e ending at e end o2
. the reportfperiog) ving ChECk&,
| i t (first hea -
i First Hearing 43. Type of even
gg. ggEZ} gzggiﬁg PH~-PTH 43. Type of event (PH—P%H iggsked)
29’ TOtai’Pending GJ 43, Type oi event Egir:igg 4} eked) )
) i n . !
Pending Arraignment 43. Type of eve : _ |
gg' ¥2§:i Pzﬁding Motion 43. Type of event (Mo?linciziizg?) f
32' Total Pending Trial 43. Type of eventr(Trla ety
,33' Total Pending Appeal 43, Type of event‘(Apiea cgecked)
34. Total Pending Other 43, Type of event (Other |
. ‘ | ; 1
.-80_

- wishing to consider changes in existing forms, a model "Police

.

of dispositions for charges or cases concluded during the re-
porting period, sentences imposed, and a breakdown of the to-
tal cases currently pending within the office by court event.
Data for this report are extracted from the items on the Case
Progress Docket card shown in Exhibit 16. Exhibit 18 lists
the items of information obtained from thevdocket card.

.(2) Report of Attorney Case Load by Type of sk
Charge. The Attorney Case Load Report by Type of Charge, i
shown in Exhibit 19, provides the chief prosecutor and assis-

tant prosecutors with a record of all cases by type of charge

that have been disposed of during the reporting period, as

well as those that are still pending at the end of the report-

ing period. The number of dispositions of each type'is listed.

The report may be expanded to include not only types of dispo-

sition, but also the disposition reasons as coded in item 37

of the Case Progress Docket cards, if the disposition is a

rejected charge, nolle prosegui, or dismissal. The data ele-

ments for this report are captured from the items on the Case
Progress Dockef card indicated in Exhibit 20.

(4

Please note that the charges listed in Item 2 of this
report are examples only. Any charges that the prosecutor
considers significant may be included in this section,

(3) Court Disposition/Sentencing Report. The
Court Disposition/Sentencing Report provides the prosecutor
with a recap, by charge type, of all cases handled by a par-
ticular judge during the reporting period (see Exhibit 21),
The report provides summary statistics on the types of dis-
positions and the sentences imposed in cases resulting in
convictions and guilty pleas. The items of information

extracted from the Case Progress Docket card for this report
are shown in Exhibit 22.

c. Creating the Case Progress Docket Card. The docket
card is created initially by paralegal or administrative per-
sonnel in the prosecutor's office. Typically, a case first
comes to the attention of the prosecutor when documentation
is received from a police agency or a lower court such as a
magistrate or justice of the peace. The Case Progress Docket
card relies mainly upon information from the police for its
initiation. Some states use standardized arrest/booking re-
ports that include all Offender Based Transaction Statistics
(OBTS) and Computerized Criminal History (CCH) system data
elements, many of which are included in the manual PROMIS sys-
tem. Many jurisdictions, however, do not have standard arrest
and booking report forms.  For those jurisdictions, and others

Department Arrest Report" has been developed for consideration

-81~




Exhibit 19

B
REPORT OF ATTORNEY CASE LOAD BY TYPE OF CHARG

FOR PERIOD:

DISPOSITIONS

trial

i6
dis-

15
Non
Jury
Ay

14
Non
Jury
Conv

A2

13
Jury | Jury
Acg

Conv

Con—
tendere

1lla
Nolo

10

11
Court Guilty

g9
Prosecitor

Dismissed | Dismissals | Plea

8
Nolled

7
Mot
Indicted

6

5
Diverted | Rejected

4

1.

5 .
No. Bnding at | Number

Erd of Period | Disposed

' 4

2

Charge

Murder I

bhrder I

¥Manslaughter

Zirmad Fobbery

| purglary T

Surglary II

-82-
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Exhibit 20

Attorney Case load
Report Item Number

Dockst Card
Ite Number

W =

* e w o & 4

W00~ oy Ut s

10.
11,
11la.
12.
13,
14.
15.
1e.

Prosecutor

Charge Type

Number Pending at Eng
of Period

Number Disposed
Diverted

Rejected

Not Indicted

Nolled

Prosecutor Dismissal
Court Dismissal
Guilty Plea

Nolc Contendere

Jury Conviction

Jury Acquittal
Hon-Jury Conviction
Non-Jury Acquittal
Mistrial

38. Prosecutor
31. Charge

31. Charge (count those still

open

31. Charge (count those disposed)

35. Disposition Type
35. Disposition Type
35. Disposition Type
35. Disposition‘Type
35. Disposition Type
35. Disposition Type
35. Disposition Type
35. Disposition Type
35. Disposition Type
35. Disposition Type
35, Disposition Type
35, Disposition Type
35. Disposition Type

{Code DIV)
{Code R)
(Code NI)
{Code NP)
(Code PD)
{Code CD)
(Code PG)
(Code NC)
(Code JC)
(Code JA)
(Code NJC)
(Code NJA)
(COde M)
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Exhibit 21

COURT DISPOSITION/SENTENCING REPORT

FOR PERIOD:

e,

SENTENCE

14

12
Fine

SENTENCED

7

trial

6

Non-Jury | Mis-

4
Court:

3
Total

5
Juzy :
Disposed | Dismissal | Acquittal | Acquittal

th&

1.

2

Charge Type*

Manslaughter

Armed Robbery

Rape

Burglary 1

*&xéﬂutﬂm&aaeoﬂyswph<mmgs1hrﬂﬁsmpxm

Burglary II
implementing the system.

The charges actually included must ke selected by the local prosecutor

|
!

SOURCES FQR COURT DISPOSITION/SENTENCING REPORT

Exhibit 22

Court

Disposition/Sentencing
Report Item Number

Docket Card
Item Number

G N =
. L ] -

oI AWUN S
. [+ Y . . - .

10.
11.

13,
14,

Judge
Charge Type
Total Disposed

Court Dismissal
Jury #cquittal
Non-Jury Acquittal
Mistrial

Plea Guilty

Nolo Contendere
Jury Conviction

Non-Jury Conviction’

Confinement
Fine
Special
Probation

40.
31.

Judge
Charge

35. Disposition Type (Total

35.
35.
35.
35.
35.
35.
35.
35.
47.
48.
49,
50.

all disposition during
reporting period)

Disposition
Disposition
Disposition
Disposition
Disposition
Disposition
Disposition
Disposition
Confinement
Fine
Special
Probation

Type
Type
Type
Type
Type
Type
Type
Type

{Code
{Code
{Code
{Code
{Code
{Code
{Code
{Code

CD)
Ja)
NJA)
M)
PG)
NC)
Jc)
NJIC)

W
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by prosecutors and state and local law enforcement officials.
(See Exhibit 23.) This report includes the arrest data
reguired for the PROMIS system as well as information neces-
sary for reporting OBTS and CCH data to the National Crime
Information Center (NCIC) in Washington, D.C. ‘

bata from the arrest and booking report(s) are used
to £ill in most of the items of information on Sections I,
II, and III of the Case Progress Docket card. Only the
following data need to be collected from other sources:

1. Case Numbers: This information is supplied by
the court.

2. 0ld or Pending Cases: ' Obtained from checking
closed and pending Case Frogress Docket cards.

3. PROMIS Scores: Computed on the basis of the
PROMIS Crime Analysis Scoresheet described in
section B.3. The crime score is filled in imme-
diately by the prosecutor or paralegal at the
time the charging decision is made. The defendant
~score cannot be computed until the FBI rap sheet
is available, since prior arrest and conviction
data are needed. (If a recent previous case has
been filed with the prosecutor, a copy of the
rap sheet may possibly be obtained from the case
jacket.)

11. Blanks B and C - State and FBI Identification Num~
bers: Normally obtained from state identification
bureau or FBI rap sheets.

16. Previous Criminal Record: Derived mainly from
FBI rap sheets, but should also take into consid-
eration any state or local data and any records
on file in the prosecutor®s office.

33. SEARCH Code: A classification code assigned to
the charge. See Appendix E for a listing of the
codes.

There are two possible alternatives for capturing initial
data (Parts I, II, and police charges in Part III) for the
Case Progress Docket Card. The simpler method would be to have
the prosecutor, a paralegal, or a member of the administrative
staff enter the data directly on the card, using information
obtained from the police. ©Under the second approach, the pros-
ecutor, possibly with the assistance of a paralegal or a member
of the administrative staff, would complete a worksheet contain-
ing information pertaining to the arrest, offense, and -charges.
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Exhibit 23

a

ARREST REPORT

POLICE DEPARTMENT
ARREST REPORT

CRIME AGAINST {Check

applicable one)

O PERSON (PROPERTY (O INCIDENT

ARREST NO. ARRESTING AGENCY NO.

ARAESTING AGENCY 1D,

STATE 1D NO,

FB8IID NO,

Y. DEFENDENT NAME (Last, First, Middie]

2. NICKNAME, ALIAS

3, HOME ADDRESS

4, HOME PHONE

© Oves Owno Oves Ono

41, NARCOTICS USED |42 DESCRIBE NARC, (Heroin, Marijuana, etc.)

5. EMPLOYED (Occupation, Student/

6. WHERE (Address)

7. BUS, PHONE

8. SOCIAL SEC, NO,

9. IF MILITARY (Branch of Service)

10. MILITARY SERAIAL NO.,

11, MARITAL STATUS 12. PLACE OF BIRTHS

13, DATE OF BIRTH 14, SEX

15, RACE {18, SKIN TONE

17. HEIGHY 1B, WEIGHT | 19, HAIR }20., EYES |21, SCARS, MARKS, TATTOOS, ETC. (Describel

-

CO-DEFENDENTS (/f mare space needed, use Continuation Report Form,)

22, NAME (Last, First, Middle} 23. ADDRESS

24. PHONE VD, |25, SEX 26. BACE [27. AGE

28, OFFENSE (Charge, Statute Citation, etc.}

28, LOCATION OF OFFENSE [Describe]

30, DATE OF OFFENSE

31, LOCATION OF ARREST (Describe/

32. DATE OF ARREST

33, ARREST CHARGE NO, 34, ARREST AESULT OF

Orickur Owaraant DcouptainT frionat aicHts [yves Ono

35, ADVISED OF CONSTITU-* 36, BY

{Oflicer Narne)

37. RESISTED ARREST [38. ARMED 39, |F ARMED, DESCRIBE WEAPON

40, OBSERVED DRINKING

Ovyes Ono

Oves Ono

43. ADDICTION PROGRAM {1 Yes, Name of Programi
Oves ONo vaME:

44, M.O. (Describe waapons, hangouts, habits, ezc.)

A5, NARRATIVE {Brielly describe facts of case. identify complainant {or victin} by name, sex, race, aga and other descriptive data, Use Continuation Report

form if more space s needed.)

(COMPLETE REVERSE SIDE OF THIS FORM)

_87_
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Exhibit 23 (cont.)

o T e
L3

. .
Exinibit 23 (cont.)
' 2 . K :
POLICE DEPARTMENT {Location)
CODR: Use In Col, 47 —— C = COMPLATNANT for Vichim] 7 = PARENT/GUARDIAN W= W TNESS ARREST REPORT (Continuation) O conTINUATION (OFoLLOW-UP INFO.
<5; NAME (Last, First. Middle)] 47. COPE )48, ADDAESS . :jgja LI 2:3‘“ ARPEST NO. ARRESTING AGENCY NO. | ARRESTING AGENCY ID. | STATE 1D NO, FBI 10 NO,
. 1. DEF, NAME (Last, First, Middle} - 2. DATE OF ORIG. REPT,
N 3. ADDRESS . 4, HOME PHONE NO,
e %, OFFENSE REFOATED
d. {TEM NO.] INSTRUCTIONS: Give ltem No, from original Arrest Report and continuation c- follow-up information for each item,
.. .
1
1. -
81, PARENT/GUARDIAN NOTIFIED BY fOfficer Name] {UnstT (Badoe No.} 61. DATE/TIME NOTIFIED
: 3
. (1Y
83. PARENT/GUARDIAN NOT NOTIFIED (Explain} ?
' ¢
$4, TREATMENT NEEDED 55, TAKEN TO {Name and Address of Facility) . i
Ovictim JoerenpenT i
6, DALEFLY DESCRIBE INJURIES r
. ]
- -
PROPERTY, VEHICLE ITE'WSOF EVIDENCE (Check S=STOLEN, R =RECOYERED 1'¢ APFL ICABLE COL
* 57, DESCRIFTION 58, HOW,; WHERE, WHEN £9. FROM 60. GST. VAL. 5 n
0. ' . i
b
&,
d.
o
[
€1, IF VERICLE fa, Make] To. Year] Te. Model] ) fd. Color] To. Tag No.J
{1, State Issued) (9. Yr. lssved] {h. Oper:w/':l Parmit No.}
62, FINGERPRINTED | 63. FINGERPRINT CLASS, . ©4. 10 OTFICER NAWE ~Bidge No.T %
Oves Ono . ; ) )
65, DEF.SEARGCHED BY (Officar lame) {Badge No.] 66, PROPEATY NO. 67, CASH 68, OTHER [Specily]
€8. ARRESTING OFFICER {Name & Signature} (Badge lio.} (Unit}
70. .APPROVING OFFICER (Name & Signdture} - (Badge No.) {Urit)
71, BOOKING DFFICER {Name & Signsture) . {B8adgo No.) {Unit)
72, OATE BOOKED
73, LIST AVAlLAaLE INFORMATION ON BAIL, BOND, HELD, CITATION, COURT, ETC,

REPORTING OFFICER [Name, Unit, Badge No.J ASSISTING OF FICER *Name, Unst, Badge Mu.]

: APPROVING OFFICER (Name, Unit, Badge No.] CASESTATUS [Check: OTHER

: . ’ o Dorer; Oevosen Dsusrenoeo 3 iSpecity)
REVIEWING OFFICER (Name, Unit, Badge No.) {Swynature). . . DATE
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Section C.1 describes the Processing and Trial Preparation
Worksheet used by large urban prosecutors' offices employing
the computerized PROMIS system. This worksheet is part of

a multipurpose form set which captures initial information
on the case, including data on defendants, charges, and wit-
nesses, The third part of the form serves as a Witness
Worksheet. The worksheet, along with other case documenta-
tion, would then be submitted to the person responsible

for initiating the docket card. :

Following the completion of Parts I, II, and the po-
lice charges in Part III, the Case Progress Docket card is
submitted to the prosecutor assigned to the case. The prose-
cutor, upon making the charging decisions, completes Section
111 indicating those charges accepted, those rejected and the
reasons therefor, and any new charges. All information avail~
able for Part IV, Trial Officials, should alsc be entered
at that time, or as soon as it is available,

*d. Updating the Case Progress Docket Card. After a
case has been reviewed by the prosecutor and the charges
filed with the court, the Case Progress Docket card is filed
alphabetically by defendant's name, at a predetermined con-
trol point in the prosecutor's office. (Trays, bins, or
boxes are available from commercial sources for housing the
cards.) As court - events transpire, the docket card is removed
from the file and updated with information supplied by the
prosecutor following the court event. Different techniques
may, of course, be employed for capturing this update informa-
tion. The preferred way is to have the person in charge of
the Case Progress Docket card file make a photocopy of the
card for each case scheduled for the court event and give it
to the prosecutor to take into the courtroom. The prosecutor
can then update the photocopy and return it to the docket card
file custodian upon returning from court. The new information
is then copied onto the master card. This method is preferred
because it eliminates the need for physically removing the
master docket card from the file, thus protecting the security
and integrity of these all-important récords. This method
also provides the prosecutor with a summary of the case (in-
cluding noncourt transactions) for use in the courtroom.

However, if preparation and use of a photocopy is imprac-
tical, the original docket card can be removed from the file,
taken into the courtroom by the prosecutor, and returned to
the file custodian at the end of the day. If this update

"technique 'is used, it is' important that the card be given to

the custodian and not personally refiled by the prosecutor,
because the next court appearance date must be recorded on

the Calendar Card. (See section B.2.) Another alternative

- -9Q-

would be to prov@de the prosecutor with a transaction work-
sheet for recording what takes place in the court or in.the
grand jury. If the transaction worksheet method is adopted,
a form_should be.deyeloped by the local prosecutor's office
fol}ow1ng the principles outlined in Chapter I1, section D.4.e,
to include the following items: :

. Court case number

.. Defendant's name

. Court event

. Charge dispositions, date, and reason

. List of new charges (if grand jury indictment)

. Prosecutor

. Defense counsel

. Judge

» 0ld release status

. New release status

» . New continuance date

- Sentence imposed, by charge, if applicable

Additional data may also be included if deemed necessary

by the chief prosecutor. The transaction worksheet form is
one that could initially be developed on a typewriter and

‘reproduced by office quick copy equipment, but should, after

thorough ;esting, be printed and stocked as a standard form.
The case identification data available from the court calen-
dar could be entered in the form in advance of the court
event by a paralegal or a member of the administrative

staff: The main disadvantage of this update technigue is
that it requires recording the same case identification dats
each time a court event occurs, whereas utilizing the Case
Progress Docket card or a copy of it eliminates this step.
(Very little writing is required, since most of the data are
recorded by means of check boxes or filling in special blanks

~on the.Case Progress.Docket.) If the transaction worksheet is
vused,~}t sbould.be given to the Case Progress Docket card
custodian immediately when the prosecutor returns from the

court ‘event.
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A still further and possibly workable alternative is to
have the prosecutor on duty in the courtroom annotate a copy
of the court calendar to include the data needed for up-
dating the Case Progress Docket; however, this tends to
be a less satisfactory method for both the prosecutor and
the person responsible for maintaining the cards.

e. File Arrangement. The Case Progress Docket cards
are maint3ained in three separate files: an xctive file con-
taining cards related to all open cases, a post-disposition
holding file for the current month or year, and a retired
file for all closed cases from which any required recurring
statistics have been extracted.

(1) Open Case File. This file contains docket
cards on all defendants whose cases are pending. The cards
are filed in alphabetical order by defendant's name, facil-
itating rapid retrieval of case summary information when
inquiries are received from law enforcement agencies, defense
coursels, or others. Most ingquiries are by defendant's name;
therefore, filing the docket cards alphabetically is the
most practical arrangement and should normally eliminate any
need for ‘an alphabetical index.

(2) Post-Disposition Holding File. When a case
is disposed of, the Case Progress Docket card is removed
from the active file and placed in a holding file for the
purpose of capturing statistics and answering inquiries
on these recently closed cases. The cards should be kept
in this file until the end of the reporting period, when
all necessary recurring statistics are extracted. The
cards are then removed from this file and interfiled with
those in the retired file.

. (3) Retired File. The retired file contains
docket cards on a.l cases which have been closed out and
processed through the post-disposition holding file. Cards
should be maintained in this file for an indefinite period.
This file is used as a local criminal history reference
and for research purposes. The retired file can also be
used for checking new cases to determine whether the accused
has a local criminal record. ‘

2. Calendar Carg

The Calendar Card (shown in Exhibit 24) is the source
document used to reproduce lists or calendars that either
show all cases scheduled on a given date, or list cases by
type of court event. This card may also be used to prepare
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DATE""

PROSECUTOR'S
INITIALS
{Cot. 9}

NEXT COURT EVENT{Pancil)

TYPE®

PROMIS
SCORES
CRIME
CRIMINAL

CUMULATIVE NO.

OF DAYS

(Col 8)

PROSECUTOR
DEFENSE COUNSEL

JUOGE

Add to Col 1 and
Col. 3 Dates

NO. OF DAYS
{Col. 7)

POLICE OFFICER(S)

AND AGENCY/UNIT

PERIQDS EXCLUDED FROM SPEEDY TRIAL RULE

[ Jen

CALENDAR CARD

REASON
{Col, 6)

Exhibit 24
CALENDAR CARD

RELEASE STATUS

[Joan

TO
{Cot. 5}

CHARGE(S)
[Jeono

PERIOD

FAOM
(Col. 4)

DEFENDANT
CODEFENDANTI(S)
aN

NEXT SCHEDULED ACY

{SEP 75)

CASE NO.

ARR. DATE

INDICTMENT/INFORMATION

AHREST/SU’MMONS DATE
SATE

. THRIAL DATE

. FORM TR-1
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lists according to case age or priorities such as the crime
and criminal scores computed on the PROMIS Crime Analy51s
Scoresheet (discussed in section B.3).

a. Record Description. The Calendax Card is printed
on standard 5 by.8 inch card stock. The data elements
recorded on the card are those most freguently required

by a prosecutor.when preparing cases for court. They are

as follows:

Court Case Number: The number used to track a
case through the courts.

. Arrest/Summons Date: Important in determining
the age of a case to ensure that any speedy trial
or other time deadlines are met. It is alsoc valuable
in preparing lists of cases by case age.

»  Indictment/Information Date.
¥ &
. Arraignment Date.

» Trial Date.

. Defendant: Name.

. Codefendant(s): Name(s). This information enables
all codefendants to be listed on the calendar to-
gether, if desired, without resorting to cross-
references.

. Charges: The local terminology for each charge
brought against a defendant in the case. If a
charge is disposed of other than by trial, it should
be lined through and a notation made indicating
the event at which the disposition occurred (e.q.,
PH - Prellmlnary Hearing, GJ - Grand Jury, etc.)

. Release Status: Informs the prosecutor of the
defendant’s release status at the time of the last
court appearance.

. Police Officer(s) and Agency/Unlt- The names of
any officers who may be requlreaﬁto be present
for court events. The officer's agency and unit
are also recorded to fa0111tate appearance notifi-
cation and provide feedback on case disposition
to the police agency having jurlsdlctlon

. Judge: Name .

.. Prosecutor: = Name.

94~

Defense Counsel: Name, If a jurisdiction also

desires to 1indicate whether counsel is a public
defender or privately retained, check blocks
should be added to the card.

Next Court Event: The next upcoming event. The

event type 1s abbreviated in the space provided,
using the same abbreviations specified for item

43 of the Case Progress Docket:

. lst Hearing

. PH-PTH (Preliminary Hearing - Pretrial Hearing)
. GJ (Grand Jury)

.  Arraign (Arraignment)

. Motion

. Trial

. PS1/S (Presentence Investigation/Sentence)

. Appeal

. Other

The month and day of the event are recorded in pen-
cil, for use in filing the cards and assembling
them for preparation of the calendar. :

PROMIS Scores: 1Indication of the seriousness of
the crime and the criminal's threat to society.
The source document for these data is the PROMIS
Crime Analysis Scoresheet discussed in section B.3.
The crime score is entered at the time a case is
screened and papered. The criminal score cannot

be computed until the defendant's record is recelved
from the FBI or state agency.

The lower portion of the Calendar Card captures infor-
mation related to time periods excluded from speedy trial
legislation in effect in many ijurisdictions. Items of data
recorded for each excluded period are:

Trial'Susgense Date: The latest date on which the

trial can occur. In most jurlsdlctlons, this date

‘changes each time the suspense date is changed for

an event preceding the trial. . This happens because
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The above types of calendars may be produced at various
intervals in advance of the court event (e.g., 30 days, 15
days, 5 days, 1 day). BAn example of a "5-day" Trial Calendar
(that is, prepared five days in advance) is illustrated in Ex-
hibit 25.

there are actually two time clocks running simgl—
taneously for a given case. One pertains to time
baetween two specified events; the other pertains
to the time between arrest/indictment and trial.

i : rt event. . , ) . )
« Next Scheduled Action Type The next court In jurisdictions where the official court calendar is

"prepared by the court, the prosecutor can use the Calendar
Cards as a reference and working file. This makes it pos-
sible for the prosecutor's office to prepare working copies
of the calendar at any time, arranged in any manner that may
be beneficial in case management and office administration.
For example, a l4~day or 1l0-day calendar could be prepared
as a control to permit withholding issuance of subpoenas
until there is reasonable assurance that the case will be

. Next Scheduled Action Suspense Date: The date by
wnich the next court event must be held.

. Periods Excluded from Speedy Trial Rule:

. Period: Beginning and ending dates of excluded
period.

Reason: Reason for excluded period. Examples
are other defendant proceedings, congested trial
docket, defense request, prosecution request,
defendant unavailable, nolle prosequi and sub-
sequent rebringing of charges, codefendant pro-

going to trial, and making sure that all required subpoenas
are issued. Equally important, these advance calendars

serve as timely reminders of upcoming trials, so that the
prosecutor can proceed with trial preparation work in an or-
derly manner. A one-day calendar is essential for all events,
because it should contain nearly all last minute changes.

ceedings.

Work load calendars or lists are sorted and organized
by date or period, and by name of judge or prosecutor. They
are intended to show what cases these officials have pending
on a given date.

. Number of Days: Days excluded from the period.

.  Cumulative Number of Days: Days excluded from
the speedy trial act. This information. provides
a reference point for an audit trail to check dates

and verify computations Priority calendars or lists may be arranged by at least

\ three different methods. The first is by age of the case,

‘ using the arrest date as a basis. This type of ranking can
be quite useful, and is essential in those jurisdictions
where speedy trial rules are in effect. A second ranking
scheme is by crime score, which singles out those crimes that
have a serious impact on society. A third priority ranking
scheme is based upon a criminal score, which assesses the
previous criminal history and assigns a numeric factor to
identify more serious offenders. This information is impor-
tant in helping to ensure that defendants with previous con-
viction records are dealt with more harshly than first :
offenders. -On such calendars or lists, the names of defen-
dants normally appear on the calendar in descending order of
(1) case age or (2) crime or criminal score.

. Prosecutor's Initials. 1

b. Purpose and Uses. In those jurisdictions where the
prosecutor prepares or supplies the information for prepara-~
tion of the court calendar, the Calendar Cards are used as
source documents to generate a variety of court event calen-
dars, work load calendars, priority calendars, and disposition
reports for law enforcement agencies. Possible calendars in-
clude: :

. Arraignment‘Calendars

. Trial Calendars

The bottom section of the Calendar Card is used to keep
track of time excluded from speedy trial rules or other periods
within which local legislation specifies that certain court
events must take place. This information enables the prosecu-
tor to keep informed both of upcoming suspense dates and of
all the periods time was excluded from the mandated period
and the reasons. ' ' el

. Grand Jury Calendars
. Preliminary or Pretrial Hearing Calendars
. 8Sentencing Calendars

. Multiple Event (Consolidated) Calendars
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Exhibit

25

FIVE-DAY TRIAL CALENDAR

FIVE DAY TRIAL CALENDAR

Cages Scheduled for 1/29/76

CASE 1O DEFENOANT CHARGE(S) POLICE OFFIGERIS) JUDRE NEXT CQURY EVENT Pancil
- TPE" DATE"
NS-4135 | Adams Kebert| Cop Thett | Beckett |Farae dohe
ARREST/BLAMONS DATE ’P’ //arl’lj an / 24/}
q/z L/?S 7:;//’ oh e C 1/1 ,ob PROSECUTOR gggzqéss
INICTMENTIINFQRUATION | GODEFENDANTIS) " / M o F ‘E’J// CRIME
£$//0 ?5 RELEASE aTATVS # 2/77 DEFENSE COUNSEL ? 0
AnR, DATE Clwe  [Jen /(/( Ui t&"_/_ i
.5.// -{/7; @’m&’i 600 ’ CARIMINAL
TRIAL DATE 0 ! J2 <
“CASE HO. DEFENDANT CHARGE(S) POLICE oFFICER(S) JUDGE NEXT COURT EVENT (Pancil
'75“ ?ﬂri’é N e ﬁfSau/f OATE"
ARRESTISUMMONS DATE He Ckac%-&h/ S’m",/ 7" Dl- e FCG ﬁfy Tf/ﬂl_ //1-‘?/75
///l S'/?_S' Tohn /éaéar’/ ! 1 PROSECUTOR PROMIS
. SCORES
INDICTMENT/INFORMATION | conerennanTia) Cau" f}/ P 2D N etrr / /
TE RELEASE STATUS GAME
/2.//0/7 5 . DEFENSE COUNSEL e
ANR, DATE Qe [F%a /7/(”’7 Ry /a;,
/// 4 7{ 3 sono CRIMINAL
TRIAL DATE 0 RoWs)

CASE NO. DEFENDANT 7 CHARQELS) POLICE OFFiCER(S) g NEXT COURT EVENT (Pencit
ns - 4033 4,-,é,¢y [ homas pa Kok, e ) OATE"
ARREST/SUMMONS DATE @ A 1 4Ir ‘{ ’Zyd n ShaaY/ B, Len 57/; *‘ff( Fra St 776 AL J/l‘/fé

13/17/15 Depud 54@?- PRosEeuTon o
INDIGTMENTIINFORMATION | CODEFENDANT(S) ‘(‘D /! De. F 0)/
OATE RELEASE STATUS CRME
/J../ Ls / 75 DEFENSE COUNSEL .
AAR, OATE, - CJae [TJea / 4/4 0
/ /3/?6 %u'f'zfl 000 | Lah& CAIMINAL
YRAL DATE 0 1.5
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When a calendar for a given date and type of event is
prepared, the cards for those cases are removed from the file
and arranged in the order that the cases are to appear
on the calendar. A header card is then prepared indicating
the type of calendar and date or dates which it covers.

The header card is positioned at the top of an 8 1/2 by

11 inch (letter size) or 8 1/2 by 14 inch (legal size)
piece of paper. The calendar cards for cases to appear on
that calendar are then "shingled" (positioned one at a time
beneath the header card in such a manner that the top of
each card is visible). (See Exhibit 26.) When the page

is filled (with approximately five cases, if the calendar
is reproduced on letter size paper, or six if legal size*),
a clear acetate sheet is laid over the cards and the® page
of the calendar reproduced on an office copier, The same
procedure is used to produce additional pages of the calen-
dar, except that a header card is not required for the re-
maining pages.

Some jurisdictions may also wish to prepare a consol-
idated court event calendar lﬂstlng all cases to be heard
on a2 given date or during a given term or perlod regardless
of the type of court event. (This practice is common in
jurisdictions with very small case loads.)

As soon as final disposition takes place, the calendar
cards should be removed from the file. (In the case of a
guilty verdict, a final disposition is considered to have
taken place when sentence is imposed.) The procedures
outlined above for producing calendars may also be employed
to generate a Casge Disposition Listing for police agencies.
These cards are sorted by police agency and a Case Disposition
Listing is prepared for each. This information is important
to the police in closing out their file on the case and for
their use in analyzing their activities, evaluating police
performance, and instituting corrective measures. In many
jurisdictions, the police agency's records do not reflect
the disposition of cases following arrest and conseguently
this information is not passed on to the FBI.

c. Creating the Calendar Card. The Calendar Card is
initially produced from data extracted from the Case Progress
Docket. Since release status, next -court event, and suspense
dates are subject to change, these entries should be made in
pencil. '

. *If desired; it should be possible to reduce the vertical

space requirements by redesigning the card, thus increasing
the number of cases that can be listed on a single sheet.
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] Exhibit 26 ;

SHINGLING CALENDAR CARDS TO PRODUCE CALENDAR | _ A Calendar Card is completed only for those cases in
i which the prosecutor is filing charges, and not for those
3 in which all police charges are rejected at intake. However,
police agencies should find it helpful to receive a separate
; report on the cases in which all charges were rejected, and
3 TRIAL CALENDAR o the reason therefor. This information can be of material. o
FIVE DAY TR ‘ : assistance to law enforcement agencies, particularly when k.
Cases Scheduled for 1/29/76 reasons for rejecting charges can be traced to improper or '
inadequate training of police officers. This type of feed-

prerpes reoRnT vy Pouice ortcensy | oot e Coum e back from the prosecutor can be taken into congideration
75~ #137 | %W%@EQ%W}ngyaq’pﬁmm@¢yéﬁﬂfﬁf R 1/29/76 _ , in reviewing police practices and procedures and developing {
W@%ﬁgﬁ TYRONE éﬁyﬂﬁ rrooion | ows training programs, thereby increasing the overall operating :
e | weccase srates g@? éﬁgig;~—“§ 0 - ) efficiency of the police agency and the prosecutor's office.
ﬁgg;zr g%;fﬁb L”“W&%V'mmu**“* " , : d. Updating the Calendar Card. The source document
Farorme ™" 0O ! o el - for updating the Calendar Card will depend upon the method
o ” — : employed by the office in updating the Case Progress Docket
Y /w1 et eyt el e ' card. As noted in sections B.l.c and d, there are several
M£Zj£2% /?éig£@@%7 {2&&5’ 7 DuREAY f%%%f?inﬁ%&JéZQé : ways in which this information may be captured, including:
W/25/75 |3 A 7 mfzﬁﬁﬂ, J ;;M;A;;w ) oot , , . i o
o B g 7 | R ;m“mmL ““50 ’ . Recording data directly onto the original Case
] o Do Ho ’ ‘ Progress Docket card;
/ / {5 / % a [Dsono l . .{/‘ WZ&) CRiINAL ,
5 L seE 0 i A7 » " . Recording information on a photocopy of the Case o

WEXT SCHEDULED ACTION. CASE MO DEFENDANT CMARGES] POLICE OFFICT *i3s

i - I o0 i covm Fvoranen . Progress Docket card; .
sug:g:se ey - 4, 0. AQENCYHIUNIT ot BATES - ) ; s
EaR G ﬁﬁj,j;w%gﬁ? %552&2?“*‘%%§&z§y & igmenin | P i el : -

; . Using a transaction worksheet to record the
PROSECUTOR PAQMIS. B
| (2/15/25 ﬂ%%%%? UMY = , - "~ court event;
i oArL/o,z ..}7/.‘;5- AELEASE STATUS W prrPmey— /2' d‘ . g) »
:  oar Cae " O 74 i . Using an annotated co of the court calendar.
///}/75 %&ZM S‘%ﬁv; [ CARINAL ; " ‘ g PY | a
‘ e | Regardless of which method is used, it is important
o | wear soneouie acvow | __ eaaE e oceEvomT emanotya [royct oorcenm—|.woae &i bt coumt proieesa) to change several items of information, as appropriate, on
| A o Wl L Fi{%ﬁ AL -W//Z{A’J’Sé’/’y Yy AULBTEN |2 hall the Calendar Card immediately following each court event.
wiCary  {RRRESTEMMONS DATE ' " o 7 L Tha i H

e /2217 e ety these g udes
| 2?%@@5 HONE— Di?j;t e {;E;%;M/ g0 H . Release Status: If changed, indicate the defendant's
| 92@4% tad 500 ' " [camar o new release status in pencil. :
‘4 s THIAL DATE 0 a 10 o .
| : , . Charges: Note any @ispositions by lining through
| “‘33%"3_“ ufxvscnzouo.:ucv@ ) ‘ PERIODS EXCLUDED FROM SPEEDY TRIAL RULE : charges that were dlSpOSGd Of as a result Of the
! e TR L e | e court event, and indicate the reason therefor.
| rmaar e 1y T e ] e v Also add any new charges filed by the prosecutor.
L '
l ) SN

7 7 v ' . Judge: Note new judge and date of aSsignment, if
| _ T R S applicable.

. Prosecutor: Note new assistant prosecutor and qdocte
o ‘ of assignment, if applicable.
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Defense Counsel: ©Note new defense counsel and
date of assignment, if applicable.

. Court Event: Erase the current court event and
record the next event in pencil. Also change the
month and day of the next scheduled court event.

When the card has been updated, file it immediately
in the Calendar Card file according to the next court event

date.

e. File Arrangement. Several different filing ar-
rangements and technigues might be used to organize and
keep track of Calendar Cards. The primary file category
must be by court event date. There are gseveral commercial-
ly available guide cards which have the month of the year
printed on tabs. Guide cards are also readily available
with the numbers from 1 through 31 indicating the days
of the month on tabs. The Calendar Cards can be placed
in the file by<the month and day of the next scheduled
court event. (See Exhibit 27.)

Within the date file, cards may be further sorted
by:

. Court Event: It is from this file category that
cards are selected to prepare court event calen-
dars (e.g., Grand Jury Calendar, Trial Calendar,
Arraignment Calendar}.

. prosecutor or Judge: These classifications are
normally used to produce case load listings for
a particular prosecutor or judge on a given date.

Case Ranking by Crime and Criminal Scores: The
Cards of all defendants scheduled for a court ap-
pearance date may be placed in descending order
by either of these scores, beginning with the de-
fendant having the highest score of all cases
scheduled for that day and ending with the defen-
dant with the lowest score. Guide cards may be
‘used for score breakdowns (e.g., 0-10, 11-20,
21-30). ' :

.  Case Ranking by Age: It is important tc know which
cases have been in the system the longest. Therefore,
some jurisdictions may want to file cases within
court event date by age, using the arrest date (e.g.,
cases over 30 days old, over 60 days old, over 90
days old).

=102~

Exhibit 27

CALENDAR CARD FILE ARRANGEMENTS

JONES RYAN WALLS
JONES J RYAN [ WALLS
1 [ aones [ owan | waus

1

64 TRIAL [ APPEAL
Ve [ 6a | THAL | APeeAL |

-~

BY COURT EVENT BY JUDGE OR PROSECUTOR

H
4
:
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i
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B
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P
[
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10.0 UP 7.5.9.9[ 5074 | 2548 UPZ?
woup| z.s-s’ﬂ 5,0.7_4_] 2‘5.4,91 uP ZT% ‘
1 {100 UP| 7599 [ 5074 | 2548 AN I

»2 over 120 days l aver 90 days Lover 60 days 1
1 [wwm) days ruvm 0 days [ over 60 dap

-BY CRIME OR DEFENDANT SCORE ; ’ BY AGE OF CASE
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Of course, in jurisdictions with small case loads, it is

not necessary to use guide cards for file breakdowns below
month and day of court event. When cases for a given day
number 25 or less, it is a simple matter to pull all of the
cards for that day and arrange them in a variety of sequences
to produce calendar lists by event, score, case age;. judge,
or prosecutor. :

There are alternatives to the use of guide cards for
separating file breakdowns within court event date. All
cards having an event scheduled for the same date can be
kept together, but “signal" devices can be placed on the
card indicating the type of event, judge, prosecutor, high
score or case age. Two different common signal devices
can be affixed to the top of a card: colored plastic clips
or metal tabs and colored self adhesive labels., Both are
readily available from most office supply stores. 1In using
these signals, adoption of a color coding scheme 1S neces-
sary. For example, the color red may indicate a high pri-
ority case on the basis of crime score or age of the case.
Blue labels or clips may indicate a given court event such
as grand jury or arraignment.

. The obvious advantage to the use of signals is that
they provide the capability to skim rapidly through the
cards to identify cases that are scheduled for a particular
event, those that have a high priority score, and those
that have been in the system for more than a specified
number of days. If the status of a case changes when it
advances to the next court event, a different colored clip
or label can replace the old one to indicate the next court
event. The card is then refiled under the new event date.
More than one signal may be used on a card for multiple
classification. A card might possibly have as many as five
signals representing the judge, prosecutor, court event,
high priority score, and aging case.

A Calendar Card should be retained in the file until
a defendant's case is disposed of and, in cases resulting in
convictions, sentence is pronounced. The Calendar Card for
that case may then be removed from the file and destroyed
following preparation of the disposition report, if appli-
cable, for the police agency of jurisdiction, Or, since

"this card is going to be destroyed, it could be annotated

to show case disposition and sent directly to the police
agency without preparing a report. The closed-out Case
Progress Docket is all that is needed as a summary record

of the case for information retrieval and research purposes.
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3. PROMIS Crime Analysis Scoresheet

The PROMIS Crime Analysis Scoresheet (Exhibit 28) has
been developed for rapid computation and assignment of
a case priority score to both the crime and the criminal.
While admittedly a ranking system is most useful in large
prosecutors' offices where defendants tend to become anony-
mous and cases are processed on a production line basis,
it can also be of considerable benefit to smaller offices,
as discussed ip Chapter III and summarized in section B.3.b.
The factors included in the crime rating are derived from a
modified version of a scale d%veloped by criminologists
Thorsten Sellin and Marvin E./Wolfgang.* The scale assesses
the gravity of the crime in terms of the degree of harm
done to society rather than in terms of legal nomenclature.
The factors included in the criminal score are extracted
from a scale developed by Donald Gottfredson and are associ-
ated with the gravity of the defendant's criminal history.**

a. Record Description. The scoresheet has two sec-
tions, one for the crime score and one for the criminal
score. The crime score is based on the following ranking
factors: :

. Whether the defendant possessed a weapon at the
time of the offense, and if so, the type of
weapon.

. If the offense involved injury or death, the number
of victims receiving minor injuries but not treated,
number treated and released, number hospitalized
and number killed.

. Whether any victim was threatened or intimidated,
and if so, whether by physical force or verbal
only, or by display of weapon.

*See T. Sellin & M. Wolfgang, The Measurement of Delinguency

New York: John Wiley and Sons, iInc., 1964.

**See D. Gottfredson and R. Beverly, "Development and
Operational Use of Prediction Methods in Correcticnal
work," Proceedings of the American Statistical Association
(Washington, American Statistical Association, 1962); D.
Gottfredson and J. Bonds, A Manual for Intake Base Ex-

pectancy Scoring: - Form CDC--BEGIA (Sacramento: California

Department of Corrections, Research Division, 1961);
Gottfredson and Ballard, "Differences in Parole Decisions
Associated with Decision-Makers,"™ Journal of Research in
Crime and Delinguency, July 1966, p. 112,

-105~

PR e ]




Exhibit 28
PROMIS CrRIME ANALYSIS SCORE SHEET

(To be completed by Prosecuting Attorney or Paralegal)
Immediately upon completion of each section, record the score on the Case Progress Docket and Calendar Card.

DEFENDANT'S NAME  (Last - First = Middle) Court Case No, | Prepared by Arrest Date

: E " SECTION 1I-~-CRIMINAL SCORE .
SECTION 1--CRIME SCORE )

3 L 2 A the FBT

1. Complete this section at time of case intake for all Complitetthw section immediately upon receipt of the E

cases ineluding those in which charges are beirg rap sheet. '

ried. WEIGHTS* | SCORE
2. Hold this form in a suspense file for 30 daga :z_' upg; QUESTIOR _FACTOR

receipt of the FBI rap gheet then complete Seciion II. Does the defendant have agpz;;est -

record? - (Do not include
v N SCORE or digorderly, minor traffic
QUESTION HEIGHTS* ' [epnvinr or other petﬁy affegses)i....... .
If NO, stop here and assign a

Did the defendant possess a weapon criminal score of 0 below. No

at the time of the offense? (Answer ; defendant ranking is necessary.

without regard to charges.) p ] If YES, complete the following:

S-=fir or replica (e.g., -
] (a) ;I.Eo‘l_, ::&afv:g" pietog, toy piitol). (1x1)= (a) Arrested in last 5 years.....
Tb) YES--other dangerous weapon LI
te.qg., knife, baseball bat, (1x1)=
tire Wrench) . vesessssessnassosaes

{c) NO or UNKNOWN

Did the offense invalve injury or [_[Yes

death: (If YES, complete all that [CINo (b) Has used alias or aliases

are applicable): oo 1unk

(a) No. receiving minor injuries

“but not treated. . .u.iii.iiienois §~ Xl;=
1 . ted and released....... . x4)=
2 Bhio: trete (c) Arrested more than once

(c) No. hospitalized........ Cereeans (. x7)=

(d) No. killed..,.. eeenen Cevvreenss fx26)%

Was victim(s) threatened or intimi- [Yes (d) Arrested more than once for

dated? (If sex offense, go to [(INe crimes against the person. .

Question 4) Hunk [1f greater than 1 arrest for

3 - If YES, complete the following: ::;2§§tg?a;zgzsfezzggcgség;a
ical force or verbal only (1x2)= robberies and all attempts to

(o) By physic commit thesame, and'first

{b) By display of weapon(s)..... Vias (1x4)= degreezbtngari;Btzzhw;l‘ con-

tain elements o, e afore-

Did offense include a sex crime;a [CIYes mentioned offenses. )]

(Only include foreible rape, sodomy, o CRIMINAL SCORE

carnal knowledge, indecent liberties, . L R R R

arnd inceat--If yf::s_‘ complete all DUnk Enter this escore on the Case Progress Docket an e
. . . Calendar Card.)

that are applicable):

(2) No. of victin(s) of forcible SECTTON TTT--CONVICTION DATA : . .

4 sexual intercourse.......... e (L x10)= The following conviction data is required for information
purposes. Research ie under way.to detérmine the appro-

(b) If any type of weapon was used priate assigmient of weights for each factor,
in the intimidation, specify. the Does ‘the defendant have a convic- — [qye
no, of victims so intimidated.. - x2)= tion record? (Do not include drunk

0id offense involve theft, damage CTves or disorderly, minor traffic or [CIne

or destruction of propert;? DNO other petty offenses) [Tunk

(if g‘g’ )complete all that are ap-. Clunk If YES, complete the following: Felony  Misdemeanor

plicable/: n : !

(a) No. of premises forcibly (a) Convicted in last 5§ years [:]Yes’ [Jves
entered...ivveee seanee veseans oo K oxl)= Lo : o CINo

5 - {b) No. of motor vehicles stolen.... {__ x&)= 1 Junk [Junk
(b} o, of previous convic- )

(c) Dollar value of property stolen EAONS ¢ vaannbonernsnneen o
damaged, or destroyed: (Ezelude v : ——— —r
automobiles recovered intact (c¢) No. of convictions for
and u ed) crimes against the
(1) Under $10...........0. veesns CJ0X1)= PEPSON: v vressievarssinins =
(2).$10 through $250,.......vee. 1(1x2)< {d) It;ars ?Z lagt : gonvic-
. ‘ : : ons (use las
(3) $251 through $2.000...... ... (101x3)= ggijta; e.g., '73,
(8) Over $2,00%....0cciuuenns voe 1 (1x4)=

TOTAL CRIME SCORE ... \yvveserrnnsiressainnn

Enter this Bcore on the Case Progress Docket and the Ca enfhz' Card,

*These are preestab)ished numerical values which were based on research by criminologists.
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. Whether the offense included a sex crime, and if
so, the number of victims of forcible sexual
intercourse; also, if any type of weapon was
used in the intimidation, the number of victims
so intimidated.

- If the offense involved theft, damage or destruc-
tion of property, the number of premises forcibly
entered; number of motor vehicles stolen; and dollar
value of property stolen, damaged, or destroyed,
excluding automobiles recovered intact and undamaged.

Ranking factors that determine the criminal score are:
whether the defendant has an arrest record for other than
drunk or disorderly, minor traffic or other petty offenses;
whether he has been arrested in the last five years or
used an alias; number of previous arrests; and the number
of any previous arrests for crimes against the person.

Additional factors recorded, but not included in the
criminal score, are: whether the defendant has a conviction
record for other than drunk or disorderly, minor traffic or
other petty offenses; the type of crime (felony or misdemean-
or); number of convictions in last five years; total number
of previous convictions; number of convictions for crimes
against the person; and dates of last three convictions.

The PROMIS Crime Analysis Scoresheet represents a
rather simple method for computing case ranking scores.
The ranking factors have been proven reliable in nationwide
studies; however, other ranking schemes have been developed
which may be used instead. Examples are schemes developed
by the Major Offender Bureau for use in the Bronx, New York
(see Exhibit 29) and a scoresheet in use at the Manhattan
District Attorney's office, New York for determining major
felony cases (see Exhibit 30). These alternate ranking
systems are cited as examples only. The data elements
selected and the weighting factors for each should be care-
fully researched and tested locally before being placed
in general use. : - :

b. Purpose and Uses. The PROMIS Crime Analysis Score-
sheet is intended to provide the prosecutor with a means for
judging which pending cases should be' given priority. In ad-
dition, this information may -be used as the basis for initial
or future bail bond recommendations to the judge, as well as
aiding in determining which cases should be considered for
plea bargaining. The data are also valuable for such re-
search purposes as measuring evenhandedness in prosecutive
discretion, comparing one office's charging and disposition
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Exhibit 29

MAJOR OFFENDER BUREAU CRIME RANKING FORM

A, NATURE OF CASE

Victim .
one or more persons

Victim Injury
recelved minor Injury
treated and released
hospitalized

Intimidation
one of more persons

Weapon
defendant armed
defendant fired shot or
carried gun, or
carrled explosives

Stolen Property
any vaiua

Prior Relationship

victim and defendant—samae {amily

Arrest
at scene .
¥ within 24 hours ¥

Evidence
admission or statement
additional witnesses

ldentification
fine-up

chﬁck
applicable

0

D oo oo o o U0 o D oo

B. NATURE OF DEFENDANT

Felony Convictions
one
more than one

Misdemeanor Convictions
ane .
more than one

Prior Arrests—Same Charge

one
more than

Prior Arrests
one
more than one

Prior Arrest—Weapons Top Charge

more than one

Stalus When Arrested
state parole
wanted

C. REFER TO M.O.B. IF ANY OF THE
FOLLOWING COMPITIONS APPLY:

oo 0 0O oo oo oo

pls.

7.4

157
7.5
~2.8

4.6
28

1.4
3.1

3.3

9.7
18.7

36
8.3

4.5
7.2

7.1
4.2

{check those applicable-offense is mast serious

charge)

(3 Forcible sexual offenses between

unrelated parties

O Arson with substantial damage or
high potential for injury

{0 Child abuse, child seven or under

[ Muttiple robberies or burglaries

D. SUMMARY INFORMATION

. of Victims:

law officer

0oBoos

) bomb or explosive

D other

Burglary
O night-timie-

evidence of forcible entry

received minor injury
treated and hospitalized
hospitalized and/or permanent injury

atlempted murder of officer

] church, School, Public Bldg.
no. of premises burglarized

Value of Stolen Property

1 under $250

[ $250 to $1499
$1500 to $25,000
over $25,000

Prior Relationship
other family
neighbor

{riend
acquaintance
other

aoaca

Identification
1 photograph

on of nearby scen@

no, of persons making 1.D.

0
O other
O
O

time delay of .D.

Supporting Evidence

=2
]
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recavered

[0 [
0000

crime observed by police officer
O {ingerprints recovered

E. DISTRICT ATTORNEY'S

EVALUATION

TOTAL SCORE

RANKING CLERK

AD.A. NOTICED

ACTION BY. A.D.A.:
accepled
0 rejected

)

g

yes [J no 3

turthered .
referred to.M.0,8.

reasons:

[EN
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Exhibit 30

MAJOR ‘FELONY CRIME RANKING SCHEME FORM

Date:

MAJOR PELONY SCREENING

Defendant (s) AGE

officer

Command

Please circle those points w
defendants, compute on basis

I. NATURE OF CASE
A, VICTIM
1. “Injured
2. Hospitalized (nat
including treated
and released)
‘3. - Permanent Injury
4. Police Dfficor
5. Att. Murder-Police
Officer
6. Victim-youth, el-
derly, disabled
7. . Cab driver
TOTAL "A*
B.  WEAPONS
1. Explosives
2.  Loaded Sawed-off
Shotgun
3. Loaded Gun (includes
not recovered)
4. Unloaded or imitation
5. Knife -
6. ‘Other (billy, eclub,
etc.)
7. Weapon discharged
8. Multiple weapons
8. Physical force applied
directly to'the person
TOTAL "B"
C. SEX CRIME
1. Force (nhysical, non-
weapon)
2. Semen present
3. Immediate outcry
"4+ Prior relationship

TOTAL "C*"

D, BURGLARY (MUST RE DWELLING)

1.
2.

3.

Nighttime

Evidence of forcible
entry

Person present

TOTAL “D™

Docket No.

Charge

Shield wo.

Phorie No.

10

10
15

10

10
10
1o
~10

10 -

10

hich apply te vour ca
of major defendant.

- =109-=
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ARSON
1.  Dwelling
2. Person present
3. Extensive property
damage
TOTAL "E"

VALUE OF STOLEN PROPERTY

1. Under $250

2. Up to $1,500
3.  cver $i1,500
4. Over $25,000

TOTAL "F"
KIDNAPPING

1. Time of abduction
(in excess of 1?2

. hours)

2. Random demanded

3. Sexnally abused

4. Victim under 12
years
TOTAL "G"
BRIBERY
1. ‘Tapes

2, In excess of $250

3.  Underlying crime
{a) Felony
(b). Misdemeanor
(c) Violatior

4. Money Vouchered

TOTAL "H"

se. MWhere there arg multiple . N
{Categories are cumulative.) i

10
10

15
10

SUBTOTAL 1
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Exhibit 30 (cont.)

DEPENDANT EVALUATION

111,

A,

PRIOR CRIMINAL RECORD

B.

1. Felony conviction
2. Misdemeanor conviction
3, Prior arrests
{a) Same or related
~(b) Violent crime

{c) Weapon (top charge)

TOTAL “A®

DEFENDANT 'S STATUS WHER

HFREESTED

1. Pending canes
2, State Parole
3, Wanted
TOTAL "B

SUB-~TOTAL I1X

W w ™

-

W

STRESGTH QP CASE

A.

WEAPON_RECOVERED

B.

1. At scene
2. Prom defendant
3. Elsewlhere but

connected o defendant 3

TOTAL "A"

PROPERTY RECQVERED

C.

1. At scene

*2, From defendant's
person

*3, Elsewhere but

connected to defendant 3

TOTAL *B"

PRIOR RELATIONSHIP
BETWEEN DRFENDANT AND

COMPLAINANTY

Not to be deducted if
relationship is only
relevant on issue of
identity and points have
already been aedgcted
undeyr the sex crimes
section

TOTAL “C®

ARREST

1. At scene

2. Shortly after
oceurrence (within 24
hours)

TOTAL *D*

-5
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E.

SUPPORTING EVIDRMNCE

IV.

1. - Admission or mtatement

+2, Additional witnesses

3, Pingerprinte rccovered
TOTAL *&*
SUB-TOTAL XIX

U1 W

MULTIPLE CASES

SUB~TUTAL IV

10

D,A.'S EVALUATLION

congider in addition to
the terms marked with
asterisk, the evaluation
of the People's witnesses.
Ffor example, prior record,
credibility generally,
identification, search and
geizure and Wade and
Miranda problems.

please enter the nimber of
points you feel the case
is worth., You may add a
paximum of 20 points or
deduct up to 10 points.

SUB~TOTAL V

SUB~TOTAL T -

SUB-TOTAL IT =

SUB-TOTAL III-

SUB-TOTAL IV =~

SUB~TOTAL V. =~

TOTAL POINTS

A.D¢A.

CHF

experience with another, and analyzing the local criminal
population and criminal patterns for various purposes.

c. Creating the PROMIS Crime Analysis Scoresheet. The
first section of the PROMIS Scoresheet, dealing with the com~
putation of the crime score, should be filled out by the
prosecutor at the time a case is presented by a police agency
or lower court. Once the crime score is ascertained, it
should immediately be entered in the proper spaces on the Cal-
endar Card and the Case Progress Docket card. The scoresheet
should then be placed in a suspense file to await the arrival
of the defendant's FBI and state criminal record, if any.

d. Updating the PROMIS Crime Analysis Scoresheet. . The
only update necessary 1s the completion of Section II, Crim=~
inal Score. This score can be computed only upon receipt
of the FBI record or perhaps the state criminal record. The

score must then be entered on both the Calendar Card and Case
Progress Docket card.

e. File Arrangement and Disposition. After the crime
score is computed and the score is recorded on the Calendar
Card and Case Progress Docket card, the scoresheet should
be placed in a suspense or tickler file (usually for 30 days
from date of arrest) unless the FBI rap sheet is already
available. When the defendant's record is received from
the FBI, the scoresheet should be removed from the suspense
file and Section II completed. (If the criminal report
is not received at the end of the 30-day period, follow-up
action should be taken.) Once the criminal score:is entered
on the Case Progress Docket card and the Calendar Card, the
PROMIS scoresheet 1is normally no longer required in connec-
tion with operation of PROMIS. However, it is recommended
that the scoresheets be maintained in a separate file and
arranged by case number or other identifying feature, as
appropriate, for possible later use in compiling statistics.

4. Subpoena/Witness Record

The multipart Subpoena/Witness Record (Exhibits 31 and
32) is intended to serve witness management and operational
functions described in section F of Chapter III. It is de-
signed to produce three copies of the subpoena, as well
as two copies of a Witness Record in the same tvping opera-
tion. If the prosecutor is responsible for issuing notices
to the defendant and defense attorney, a notice/record for
the defendant and his attorney, similar to the Subpoena/Wit-
ness Record described below, may be developed and used.

a. Record Description. The Subpoena/Witness Record
is normally a five-part "snap-out" carbon interleafed form

~111-




{
4
t
i
!

Exhibit 31

SUBPOLNA

NBTRUCTDONG Step 1 Enter nama and address of withess, name of accused, court case number and witness typa’Siep 2 it form was prepared by typewriter, reamove ali copies {rom typewriter,
Stsp 3 Fold back all copies.except final paper-copy and card (‘Witness Record" copies) and entsr witness” home and work phone numbers and complete tems 2 through 7. Step 4 Detach “Wit-
ness Record” copies, file card in “Witness File", and place all paper copies in tha casa incket.

_—.-————_——————-—————.———_——-——-———-—

——— ——— S, — —— . o

FORM
SUBPOENA
JONES COUNTY SUPERIOR COURT
JONESVILLE, ALATUCKY 00000

(ou are hereby ordered to appear before the Jones County Superior Court. 800 Main Street, Jonesville, Ala., at the date
and time shown below as a witness for the state of Alatucky. If you have any questions about this matter, or if any in-
formation on this subpoena is incorrect, please call the District Attorney’s Office at DA 5-1000.

1
s ACCUSED
o
! r : —-‘ COURT CASE NUMBER
COURT APPEARANCE DATE AND TIME
£OR THE CLERK OF THE COURT
TYPE D <OATE
REPORT OF SERVICE BY SHERIFF
O Served VAR COURT CASE NUMBER
[J Not served, reason:
SIGNATURE OF OFFICER NAME OF WITNESS
S b it o ~ - s - 5 e Iy T e e T T e e e et S e . S M:’.’}V(;,_&ﬂﬁ"%%”_“»ﬂ;_j’j V
Exhibit 32
WITNESS RECORD
PROSECUTORS REMARKS—PROBLEMS NOTED DATES SUBPOENA] DATES WITNESS
ISSUED : APPEARED
FORM WITNESS RECORD
i , ACCUSED
o [ I
w COURT CASE NUMBER

HOME WORK

PHONE = PHONE 1. WITNESS

\NO. NO. ) TYPE

2.5 /3. AGE | 4. BACE 1ON- - :

Lo TR A e D o ot D il S0 TRE I e
DOTHERJ ACCUSED: -C 'O Other Family ‘ F O G;: :rlggg Friond '-: g :CSUB‘“‘E“CB Ko Stanger .

6, TESTIMONY PROBLEMS? | 7. WITNESS CRIMINAL RECORD: ’ e L O Qe

§ ‘AD YES BO NO CO UNK AD) NONE BO UNK CO AS FOLLOWS:

ES E RESTING PO B ASSISTING PO C ¢ T T Pi £ HE! T F Fl ERP THER PROF! NAL TYPE H COMPLAINING | EYEWITNESS
WITNESS TYPES—A—AR T P E T P NVESTIGATING PO D OTHER E CHEMIS ING RINT G i
’ OTHE OFESSIONAL 1N

4 OTHER ESSENTIAL WITNESS X NON-ESSENTIAL l l ' »

2.
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set. The three subpoenas and the first W%tness Record
copy are printed on paper stock and the final copy, the

Witness Record card, on card stock.

(1) Subpoena. Three copies of the subpoena are
when the form set is originally typed in order to
egt:ent ones must be issued. The
ded on the subpoena at the time of

produced
avoid retyping when subs
following data are recor
initial preparation:

. Witness name
Wwitness address
., Name of accused

Court case number

. Witness type (using letter code from bottom
4 ¢ of Witness Record)

, name/signature of issuing of~
ficial, and dates of issuance are added at the time the in-
dividual subpoenas are jssued. (Instructions for preparing
the form set are printed on the stub at the top.)

The court appearance date

This subpoena form nas been designed soO that it may be
inserted without folding into a standard No. 10 window en-
velope, available at most office supply stores. This elimi-~
nates typing the witness* name and address on the front of an
envelope in those jurisdictions where subpoenas are mailed.
The return address of the prosecutor's office may be printed
in the upper left corner of the window envelope or a rubber
stamp used for this purpose to save printing costs.

The subpoena form has been designed with an optional tear
off portion at the bottom for recording service by a sheriff
or other law enforcement_official in those jurisdiction§ whgre
subpoenas are served in that manner. Items of information in-
cluded on the "Report of Service by Sheriff". for completion
by the law enforcement officer are as follows:

. Court case number
Name of witness
. If served, date

If not served, reason

Signature of officer

-114-

As reports of service are received, they should be placed in
witne::zsjigiztrgo Fhag the prosecutor will be aware of which
e ceived a subpoena and which hav t b
jurisdictions that do not serve th e not. (Those 1
: e subpoena through a 1 3t

enforcement officer, or do ; gh a taw b
: . : not require a repo ; ; ~ £
omit the printing of the tear—off portion.)p rt of service, may :

(2) Witness Record The fou i f
. \ rth and fifth copi
gguggi form set serve as a ;ecord on the witnesses. Thg =
recordin; E;gegaEOpy fgled in the case jacket, is used for
es subpoenas are issued, and also i
space for the prosecutor to enter r d o inciudes
emarks about an it
problems and to record data about | i Y witness
: ut the witness' appe i
court. The £ifth copy, printed ) j D atbok. is
) L on 5 by 8 inch card st i
placed in a Witness Naée and D i i stock, 1s
‘ ' ata f£ile, which i i
helpful when inquiries ar i 4 is particularly
e received from witn '
lost the subpoena or for i esses who have
, gotten to bring it with th i
the cards are arranged al i 2 em. Since
- 3 phabetically by nam f wi
identity of the case can be d i H S oL iitness, the
ens - etermined immediatelj ]
obtained, if necessary, £ ately and details
; 2 , from the-Case Progress Doc -
sequently, the Witness Name and Data filegand the gzzé Pﬁggn

gress Docket fil ; C
other. ) e should be kept in close proximity to each

~ Data recorded on t i opi
ie aniia Tecor he Witness Record copleskof the form set

. Name of Witness¥*
. Address* | | e
. Name of Accused*’
. Court Case Number*
« Witness Home Phone
.  Witness Work Phone
»  Witness Type:*
A - BArresting Police Officer
B - Assisting Police Officer

C - Investigating Police Officer

) - 5 4
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D - Other Police Officer

E - Chemist

F - Fingerprint Expert

¢ - Other Professional Type )
H - Cbmplaining

I -~ Eyewitness

J - Other Essential Witness

K - Nonessential witness

. Sex
‘ Age

% N
. Race

Relationship to Accused: Check boxes are provided
to indicate various types of relationships.

Prosecutors' Remarks——-Problems Noted: Th1§>sgzgi

is provided for explaining tbe'nature of any t 8
timony or other problems antlclpgted or expirle'tneés
and any other important information about the wi SS.

i red: These
Dates Subpoena Issued and Witness Appea )
dates shogld pe recorded only on Fhe paper cogy re
tained in the case jacket, and not on the card copy
maintained in the Witness Name and Data file.

iti i the specific
. Ppurposes and Uses. In addition to serving th .
urpoZes desgribed above and as a source of general 1p£$rmat;:n
?n prosecuting the case, there are_sevegal_other possi e us
for the Witness Record, including identifying and analyzing

a

witness problems and compiling statistics.

»

c. Creating the Subpoena/Witnegs‘Record. The formizhzgld
be completed immediately upon d;ﬁigmégiggugizgl; Ezizoglace %
serve as a witness in a case. 5 wi , oK P e
the time of case intake; however, it is also essen hat o

red if at any time addltlona%-persons are gs g
ﬁgizg 2? géisz as witnesses. All information shoulg 22 gﬁged
on a full set of forms;except.the court appearancg tﬁe Jane
time; name of the person issulng the s%bgoena, an e
jssue. The code -to be entered in the "witness type

=116~

below the witness' name and address can be ascertained by re-
ferring to the list at the bottom of the Witness Record {(cop-
ies 4 and 5 of the form set). After this information is typed
(or entered by hand, if necessary), the three subpoena copies
are removed from the set and placed in the case jacket. The
Witness Record copies are then completed as far as possible,
either by typewriter or manually. Copy 4, the paper copy of
the Witness Record, is then placed in the case jacket and

cdpy 5 is pldced in the Witness Name and Data file.

d. Updating the Subpoena/Witness Record. The only up-
dating required for the subpoena copies 1s to enter the
court appearance time and date, issuance date, and signature
of the person issuing the subpoena. If more than three.sub-
poenas are reguired for one witness, another form set can be

typed, and the Witness Record copies discarded without any
further action.

The only updating that is required on the Witness Record
copy kept in the case jacket is entry of each date that a sub-
poena was issued, and that the witness appeared in court.

e. File Arrangement and Disposition. The copies of the
subpoena produced as a result of the initial typing are
placed in the case jacket until a court event is scheduled
that requires the presence of the witness. A copy of the sub-
poena is then removed from the jacket, and the appropriate
information entered in the blanks; the subpoena is then either
mailed in a window envelope or dispatched to a law enforcement
officer for serving, depending upon local procedures. If the
"Report of Service by Sheriff" is used, those returns which
have served their purpose (i.e., the witness appeared as or-
dered) can be discarded, unless it is determined that they
should be retained. When a case is concluded or disposed of,

all remaining copies of the subpoena should be removed from
the jacket and destroyed. ' :

The card copy of the Witness Record is retained in the
active Witness Name and Data file until the case is closed.
Until it is positively determined by the prosecutor's office
that there will be no further need for the cards on closed
cases, such as for research purposes, they should probably be
retained in a separate file. 'The paper copy of the Witness
Record, showing dates of‘court appearances, could be forwarded
to the Clerk of the Court or used in connection with other ap-
propriate action, such as payment of witness fees if applicable.

f. Alternative Witness Record. For jurisdictions in
which the court issues subpoenas, the prosecutor may find
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it advantageous to use the Witness Worksheet illustrated in
Exhibit 33. This form provides a single place and a simple
medium for recording information about police and other expert
witnesses (witness numbers 1 through 4) and lay witnesses
(witness numbers 5 through 8). Space is also provided for
writing notes on the case and for recording dates that sub-
poenas were ordered and served. The Witness Worksheet has
proved of significant penefit both in preparing cases for
trial and presenting them in the courtroom.

5. Case Folder/Jacket

Because the Case Progress Docket, the calendar Card, and,
the Subpoena/Witness Record contain most of the data essential
to case management, it should be possible to use plain, low
cost standard folders for housing the case papers. Type-
written folder labels showing the defendant's name and case
number should be sufficient to identify the cases. If abso-
lutely necessary, the label could also contain such additional
data as date of arrest, charges (in abbreviated form), and
the name of the police officer in charge of the case. It

‘should not be necessary to prepare a prinﬁed case jacket, un-

less the system concept presented in this chapter were to be
modified to use the case jacket as a substitute for the Case
progress Docket. gtudies conducted in connection with the
development of this handbook, together with observations of
the activities in small and medium-sized prosecutors' offices,

disclose that the use of the printed case jacket would normally

pbe less satisfactory than the Case Progress Docket. ©One of
the main reasons is that prosecuting attorneys, who usually
are responsible for recording data on the outside of the
jacket, tend to be careless and negligent about such matters,
whereas the paralegals or members of the administrative staff
who maintain the Case Progress Docket have this task as one
of their primary responsibilities. Another factor is the
comparative costs. Printing folders, especially in the low
volumes used by smaller offices, is usually expensive. Fur-
ther, because changes are invariably necessary from time

to time, it is not unusual for the prosecutor to be faced
‘with the choice of discarding the existing stock and reprint-
ing the case jackets, or having operations hobbled by an
inefficient or obsolete format. Case Progress Docket cards,
on the other hand, can be revised and reprinted at a nominal

cost.

- If selected data must be recorded on the outside of the
case jacket, it should be possible to fabricate low cost
rubber stamps for this purpose, including ones with check
blocks or spaces for filling in needed data.
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Exhibit 33

WITNESS WORKSHEET
WITNESS WORKSHEET

DEFENDANT'S NAME

NQ. OF
CO-DEFENDANTS

CcHARQE

L { INTERV,

WITNESSES

- |3

POLICE RANK AND NAME

UNIT

CODE

WORK PHONE

HOME PHONE

alw]N

t
OTHER. WITNESSES- IN ORDER OF CALL

ADD

AESS

COOE

PHONE

WOAK.

HOME

WORK

HOME

wOonX.

=1 HOME

WORK

{

HOME

)

fa 10 b,

™3 PO 1. 8P0

3. EYEWTINESS

& PNGEAPRINT

6 LABCHEMISY

0. OTHIA KXPRAT  (K) UBSEMTAL

il. ABHETNO PO Lo
1 THER. PO 2. COMPLAINING &, OTHERLAY
[ 28,
o ANDW RITING C. OTHER CHEMIST ("] - WON-ESEENTIAL
NUMBER
STATEMENTS—FACTS —REMARKS
|' PROBLEMS rl
‘ SUBPOENAS .
EVENT D
EVENT P
* WITNESS ! . =
'NUMBER | ORD. L.SERV,| ORD; | SERV. | ORD. SE ! e k
! ; A .1 SEAV. | ORD, SERV. /
; N .} NUMBER | ORD. | SERV.] ORD. | SERV,
: ’ : SERV. | ORD. | SERV.| ORD:| SERY.
: 5
2 ! ! 6
: T
3 1 7
i
4 }
i 8

MRLAW FOMM. 3 (Beni VIV
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- | Exhibit 34
3 |
i . TRIAL PREPARATION WORKSHEET
b UBA-B2 (Bepr 73} . Lot 3*
case jackets should be arranged and filed by court L U.8: ATTORNEY'S OFFICE EOR THE DISTRICY OF COLUMBIA
case number to provide a cross index to the Case Progress : PROCESSING 8
! : Docket cards, which are filed alphabetically, ‘and to facil- & TRIAL FREPARATION ;
: itate retirement and disposition of closed cases. Ideally, ; Zﬁ{”ﬁﬁ““"~m= " — e e :
X case jackets should pe transferred to the inactive file 1 ot ~
! - as soon as the cases are closed. ‘ ‘ “:g::!,;lunmn 7.5 DATE PAPENED 7.8 PAPERED BY: Toont e
] i § P.7 REVIEWED BY: E CODE D z::cr:nm
C. PROMIS Re lated Form s P-8 WITNESSES (Recor Statements, Facts, and Remarks on page 3, yellow copyl '
A . i o POLICE RANK AND HAME BADGE NO. uNsY CODE|  WORK PHONE HOME PHONE frin
The forms described pelow are presented as supplements . ! ‘ , 'l
to the basic set of four forms described in section B. Some : ) Ll
were developed in conjunction with the automated version of s N ;ﬁ
PROMIS; others were created to £i11 requirements uncovered P " . ) L
in several jurisdictions during conduct of the PROMIS imple- o T :
mentation study (described in Chapter II) prior to installing 2 - OTHEA WITNEZSES | 1N ONDER OFTALL Dontes == ===
manual or semiautomated PROMIS systems. : . RETS
t HOME
Each form is aimed at solving specific problems, and . -
consequently it is unlikely that any jurisdiction would need L *
to employ all of them. After conducting the implementation 3 HOME
study, the prosecutor manager can examine these PROMIS related o v WoRK
forms with a view to selecting and adapting those that would = HoE
enhance case processing and office management under the con- = a—
ditions experienced in the office. ' i " ; -
. i
1. processing and Trial Prepara tion Worksheet o AMRRESTNGPD D WVESTGATMGPO” 7870 '\ - NEYENITNESS 6 PWGEAPINT . SNARCCHEMIST ~9,OTHER EXPERT . W.NoN-EsseNTL
(and Witness Worksheet) % e EssenTIAL
: No. CHARGE L xLE; %AF;E "EA:: PAPEN CHARGE CODE [=3)
The Processing and Trial preparation Worksheet (Exhibit % ' WS (6 MAX) [SEARCR] MPD | COURT | COURT APPEAWANCE:
34) was designed for use in connection with the computerized L - cmation
PROMIS system to serve as a source document for use in enter- g | 3. wrommaTioN
S, LOCKUP

8. JAIL CALL UP
7. GR. JURY ORIG
8, BOND

3, OTHER

3
i
{
LI
i
i

ing data into the computer and as a summary record for the
case jacket. The top COPY, printed on yellow paper, is in-
serted into the case jacket as a permanent part of the pros-
ecutor's record. The second copy, white, is forwarded to

P2
URINALYSIS POSITIVE

DATE

the PROMIS data entry unit. The third copy is a Witness 3 =
" ; . " s P-33 NO PAPER - - Uss Enplish text #rom|PROMIS “Standad Case bt}
: - Worksheet, the lower portion of which is used to summarize g REASONS: __ Jackst Entves™ bookia plus smpleyiny remacks
1 witness statements and other information. A Continuation S
' Worksheet is provided for "overflow" data from the Witness i
Worksheet. The Witness worksheet and Continuation Work- ,
L sheet are also filed in the case jacket, usually on top, Lot e e
§ « . . o i . §E o N 3 manini®
, to permit quick retrieval of data in the courtroom. ! OPFENSE. o P15 DIVERSION PROGRAM STy - ==
5 ‘ \ , 5 EXPIRATION DATE - | & for 1 OTHER (sPeCIFY) MCL REPORT NO.
: e : . T oo pr Qnca FiLM STRIP ND
3 i 1 { - INTENT R
B It wguld be possible, of course, to revise this form i . : om&;g“W“?VE]N[] O3 DATE PRINTS LIFTED AND SENT 70 MCL
- and have it completed by a prosecuting attorney or para~ . " PHoNE o RECOMMENDED BY, bk
g legal at time of case intake, and then use it as the souice & © -* FOR USE OF MV CHIEF ~ |Reviewa asst : p7 BPEOAL NT REC
0 document for completion of the Case Progress Docket card. 1 ' ; : e ——= D Gt AR HoAToR
g However, this would ordinarily involve more work than the i Crsino | o ARGt R
E'ﬁ ‘methods recommended in section B.l.c. 4 : , : - V
" ~-120- : ‘ : : —121-
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Exhibit 34 (cont.) ' | ,
Exhibit 34 (cont.) “

L e

Iy

Ush 83 (a3} U. S. ATTORNEY'S OFFICE UBA88 l6ope 731
DISTRICT OF COLUMBIA : bt U. 8. ATTORNEY'S OFFICE

. ' SUPERIOR COURT DIVISION DISTRICT OF coLumaia
« SUPERIOR COURT DIVISION

WITNESS WORKSHEET
.1 DEFENDANT'S NAME 7 2 COURT CASENO 7.3 FOIO HO. CONTIN
A e sy OB - UATION WORK SHEET
NO, SIOH AND DATE EACH EINTHY
P-ANO OF 3 OAVEPAPERLD P 3 PAPEALD BY jcooe P.2 PROMIS
CO.OEFENDANTS | i CHECK
[JJcomereren
7 REVIEWED BY: {conE
L
P-9 WITNESSES
- 3 :
et b POLICE RANK AND NAME BADGE RO unmit  Jcooe|  woRK pHONE HOME PHONE - i
1
2, |
P
3. } :
R 4
; i
L% ) :
i 4
OTHER WITNESSES ~ IN DRDERA OF CALL ADDRESS CODE PHONE ol ;
WORK B B
. HOME ! ;
WORK :
¢ i
6. HOME
v WORK
T HOME
WORK
8 HOME
A ANAESTING PO D INVESTIGATING PO 7 SPO 3 EYEWITHESS 6 FINGERPAINT -~ 5 WARC CHEMIST . 9 OTHEH EXPEAT N NON.ESSENTIAL i
B.ASSISTING PO | OTHER MPD 2 COMPLAINING . * 4. OTHER.LAY . 8 HANDWRITING . € OTHER CHEMIST  E ESSENTIAL 5 ¢ —
ml::ss B
NymEEn STATEMENTS « FACTS - REMARKS 1
DLYES. SUBROENAS MAILED OR WITHNESSES NOTIFIED
PROBLEMS A s AT +
3 e
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2. Police Intake Worksheet

The Police Intake Worksheet (Exhibit 35) provides in-
structions to the police officer in charge of the case con-
cerning the necessary actions to be taken., The top copy
(blue) is given to the officer, and the second (yellow) copy
is filed in the jacket. Like most of the other forms devel-
oped for use. in PROMIS applications, it also serves as a
check list for the prosecutor. This form was developed in
response to a need to provide police officers with complete
written instructions, rather than expecting them to take
notes and try to remember verbal ones. By signing the form
at the bottom, the police officer acknowledges receiving
the instructions. Although this form was designed for use
in large prosecutors' offices, it may also prove helpful in
reducing confusion and improving efficiency in small and
medium-sized offices.

3. Pretrial Diversion Screening
¥ and Enrollment Report

The Pretrial Diversion Screening and Enrollment Re-
port (Exhibit 36) could be used, with some modification,
by jurisdictions having pretrial diversion (rehabilitation)
programs for persons such as first offenders and alcoholics.
It is intended to be filled out and included in theg case
jacket at the time a case is initially reviewed, if the
defendant is a potential candidate for a diversion program.
1f a defendant is selected for such a program, the report
is presented to the defense counsel at the arraignment or
initial presentment, with the approval of the court. If
the defendant desires to enroll in the program, the defense
counsel completes the form and returns it to the prosecutor.
The prosecutor then interviews the defendant, completes
Part III, Report of Interview, and the appropriate items
in Part IV, Instructions to the Defendant. The defendant
and defense counsel are furnished copies two and three,
respectively. Part IV provides specific instructions to
the defendant and also includes a space for the initials
of the supervisory prosecuting attorney (AUSA-Assistant
United States Attorney). The carbon coating is omitted
from that area of the carbon paper in back of Part III,
thereby confining the "Report of Interview" to the first
copy and permitting substitution of the notice to defendant
in the same area on copies 2 and 3.

This form illustrates the manner in which forms can
be used to control and standardize procedures and simplify
case monitoring. The self-instructional features eliminate

the need for lengthy, separate written procedures.
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Exhibit 35

"POLICE INTAKE WORKSHEET
U. S. ATTORNEY'S OFFICE

DISTRICT OF COLUMBIA
SUPERIOH COURT DIVISION
POLICE INTAKEWORKSHEET

USA-4 Uuy 73)

CASE IDENTIHICATION
COURT CASE .

el e NO PDID NO.
& nayl hinsy winnly
OFFENSE

M/F LOCATION DATE

TIME

OFFICER IN.CHARGE OF CASE BADGE NO uNIY WORK PHONE HOME PHONE

LINE:UP DATA

UINE.UP DATE TIME | SPECIAL RLOYIREMENTS
wore WITNESSES « NAMES WORK PHONE HOME PHONE
OFFICER IN CHARGE
HAS RESPONSIBILITY
YO SEE THAT THESE
WITNESSES ARE AT
THE LINE:UP
GRAND JURY PRESENTMENT WITNESSES "+ NAMES WORK PHONE HOME PHONE

NOTE
OFFICER IN CHARGE

HAS: RESPONSIBILITY
TO SEE THAT THESE
WITNESSES ARE AT

YHE GRAND JURY
PRESENTMENT

DO NOT BRING ANY

WITNESSES 10 A
PRELIMINARY HEARING

INVESTIGATIVE DATA AND MATERIAL TO BE PROVIDED BY POLICE OFFICER IN CHARGE OFV THE CASE

E‘J ADDED INVESTIGATION {0 PRELIMINARY HEARING. OR MISDEMEANOR TRIAL
[JGRAND suRY

PRELIMINARY HEARING OR MISDEMEANOR: TRIAL PRELIMINARY HEARING OR MISOEMEANOR TRIAL

¥ J# GRAND JURY Q J9GRAND JURY
3 03 eoozsi O 1 * HANDWRITING ANALYSIS REPORT
O [ uneup sheer O - [0~ rnGerpRINT REPORT
EDJ [J une-up pHoTO 3 [0  cHemist RepORT
- [J tEST FIRE CERTIFICATE [0 O rHotOGRAPHISI OF VICTIM
] CERTIFICATE OF NO LICENSE O [] . PHOTOGRAPHIS! OF DEFENDANT

0 [} cermificaTe oF INCORPORATION 0 [J  PHOTOGRAPHIS OF SCENE
0 T]  CERTIFICATE OF NO ‘REGISTRATION O [J PROOF OF PROPERTY OWNERSHIP
[0 [O wmeoicaL rerorTs 0[O oacramoF
O [ ceruikien copy oF

THE FOLLOWING PRIOR CONVICTIONS: O O gg":MO%‘SL OF
CHARGE COURT CASE RO . ‘DA\‘E D D OTHER

. WITNESS STATEMENTS
POLICE OFFICER SIGNATUNT ABEMTANT UNITED STATER ATTOANEY: DATE
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Exhibit 36
PRETRIAL DIVERSION SCREENING AND ENROLLMENT REPORT

- i e il wapt

NTHING BREESs A OO s v 0 ot b cate on ournde o BB ndang s g e s UV, Q500 WLRE Wt SR gy ;
',:.‘-.’.:m.:ll ateth Naten Atthriey, \lmlrmwm’nr Friat Nt W b Wb B e d St N W funerand, DU within 10 'l«;n‘ b lepwrapn
menl, Cumplete Part HEof this formn wind deave »ll copines satls the Unied Sates Mtitney’s Offices ab the tne vou niuke the BHesVIv e appinitoeag,

UNITED STATES ATTORNEY FOR THE DISTRICT OF COLUMBIA, SUPERIOR COURT DIVISION
PRETRIAL, DIVERSION SCREENING AND ENROLLMENT REPORT sessssrasenssins

PART | ~ CASE IDENTIFICATION (3o be completed by Assistant United States Attorney at papering)
toaxt, § ety wund Mefdle Nume {ptin1) See | Dute of tirth PDID Number
YA

Cadefendant(¥) g Offtce Chargr(u) 1.0 Numbes Date

PART Il - DEFENSE COUNSEL STATEMENT (To be completed by Defense Counsel)

Defendant’s Jlome Addrcas (Include ZIP Code) Telephone JFumber Court Case Number

Length in D.C,

Employet's Name snd Address Telephone Number Type of lusinesy

Defeqadant’s Qecupation Length Employed

Yes Ceondijional Releaze Included;

Any Druyg or ]

I Aivohol praplems  CINw (] NTA Testing (7] RCA Trealment
1l Defendant Has Pivvious Arest Record, Give Date(s) and Charge(s)

Defendant's Edutation 2l Backyround

Prosent Olfense Ji)nu— r“n,e ‘nhc:

Remarks

Name of Defense Counse}

l Telephone Number(s) Date

PART 1l ~ REPORT OF INTERVIEW {To be completed by Assictant U.S. Attorney)

F Bl Cheek Campleled? Y Yes [ONe 1.abt Results - {}f spplicabie) i X-rpads of Narcatic {iversion {7 Yea
(¥ Crimina} Record, explain below) Amit Subsfance: caze, has enroliment been approved?® (J No
Remarks — Noles
Time
D Defendant Is pot eligible for aay pretzial diveralon Intervicwer ID.le ™
prograin and defense is beng so nolyficd
To be completed by Asst. :
PART IV — INSTRUCTIONS TO DEFENDANT pleted by RETURN
U.S, Attarney)
. N COMPLETED
TYPE OF PRETRIAL DIVERSION PROGRAM AND ACTION REQUIRED Dot AUSA’S Inils
Report to Official in chasge, Rm. 404, 613 G Street,
D PROJECT CROSSROADS N.W., Washington, D.C. b
D NARCOTICS DIVERSION Report to Official in ¢harge, Rm. 714, 513 G Street,
D Deferred Acceptance of Guilly Plea N.W,, Washington, D.C.
and Supporting:Documents N
REHADILITATION CENTER Repoct to Qtficial (h charge, K,
D FOR_ALCOHOLICS
. R t {0 Program Supervisor, Rm. 118, hdg, B,
D FIRST OFFENDER TREATMENT JFtﬂp:‘rSlreel. N.W., unrd tompl’rlr e {olluwm‘z:
D FB! .TOUR - Report to 9:n snd Peansylvenia Entfance to Justice Depl,, Room 1732
st 9:00 &m, on
D COURT ORENTATION <
Time Nate Placy. 8
COURT  ODSERVATION m bate Time In Tine Out " |Total Hes,
Total Hours Required:
D {Repoit to Awst, U,S; Atamey,
Rme 310, Rudyg, A, SIS SthSt,,
N.W., Washington, D.C.
OTHER OBSERVATION =~
D Tatal Hours Required:
3 RESTITUTION
(Specify) .
T epic No. of Words
O essay ‘
D OTHER
{Sgecily ) . .
Diversion Veoprem Next Coun, Prog.am Superviang Teléphone No.
Conpletion Nate Appratance N

DEFENSE COUNSEL . »
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4. Report of Citizen's Complaint

The Report of Citizen's Complaint (Exhibit 37) was de-
veloped for a prosecutor's office that has specific respon-
sibility for processing complaints made by citizens who for
various reasons often seek the assistance and advice of the
prosecutor's office rather than the police or other agencies. ,
(In many instances the citizen has been referred to the o
prosecutor by a police officer.) Most cases are disposed L
of by referring the citizen to a social agency or a family
or civil court. A Report of Citizen's Complaint is prepared
in each case, and if the situation warrants, the prosecutor
conducts a hearing attended by the' complainant and the po-
tential defendant (accused). The paralegal who conducts
the initial interview completes the first copy of the form,
"Report of Citizen's Complaint," except for the portion e
relating to issuance of a warrant or other legal action. B
If a hearing is held, the two lower portions of the fourth 5
copy, "Citizen's Complaint Hearing Report," left blank
by omission of the carbon coating, are completed by the
prosecuting attorney who conducted the hearing. Copy 2,
pink, is filed in an alphabetical file by name of the po~
tential defendant. Copy 3, white, and copies 1 and 4, yellow,
are filed in an alphabetical file by name of the complainant
unless charges are made, in which event the yellow copies
are filed in the case jacket.

5. Documents Prepared for the Court

Many other documents, of course, must be prepared by
the prosecutor for presentment and approval by the court.
Included are formal charging instruments such as informations
and complaints, orders, and instructions to the jury. Since
many of these documents contain identical or similar wording,
preprinted form-like copies can be prepared in advance, or
the text can be stored on automated typing equipment for
preparation on demand. A series of forms was therefore de-
veloped for use in the District of Columbia Superior Court,
in order to save typing time, eliminate errors and omissions
in legal terminology, attain greater uniformity, angd simplify
the preparation and distribution of copies to the court,
defendant, defense counsel, and others. A sample of one of
these forms, an information, is illustrated in Exhibit 38.
Another, an order for examination of mental competency, is
shown in Exhibit 39. Other orders printed in advance include:

. Booking and Processing
. Fingerprinting

. Handwriting

~127-




g T
- B — — —_— _— _
1y .
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Exhibit 37 (cont.)
REPORT OF CITIZEN'S COMPLAINT ,
s "
;| S
FOURTH COPY OF CITIZEN'S COMPLAINT
| 'S COMPLAINT '
P : REPORT OF CITIZEN’S C z (HEARING REPORT)
3 v
H . y . n e o
y POTENTIAL DEFENDANT United States Attorney’s Office, Superior Court Division
. : o pamy s
H Last, Firn, and Middie Nama (Print} . l Sex Dats of Birth, or Age ja CI']. I EN S OMPLAIN HEARING REPOR.’].ﬂ
i Z C l
. i .
, Tome AGaren (Tneioas Zim Codel » Phons No. : POTENTIAL DEFENDANT United States Attorney’s Office, Superior Court Division
i
L 3 Last, Flret, and Middis N Pri
:% Work Address {includs Zip Cooe} Fhone Mo ; T sme (Prin} l Sox Tate of BIrth, oF Age
. X . 4 fHome Address {Include Zip Cade)
Gthar Posibie Contact Point ; Phona Mo, ~ Fhone No,
R ) Work Address {Include Zip Cods)
Any pravious Complatng stiout this person? Has this Persan also hieen a Complainant? P Phone No,
" tt YES, give date and 2% H “YES' give date and
O Na or Uak aitach copy of report 11 Ma gr Unk attach copy of report Gthar Poibie Contact Paint YT
Dovsi-Patantisl Defendant bave un Arrest Record? 0 Yes T O Unknown ne No.
" " ol 3 .
It "YES", campidte the tallowing Any previous Complaint sbout thit periant Hat this Parson 8160 besn 8 Compiainant?
PDID Number Date(s} Charga(s) Yes It YES, give date and O Yei W #YES" givadate and ]
0 No or Unk attach copy of report O Noor Unk sttach copy af eaport
» DO:! Pu\:millo-(-ndlm Hava @n Arrest Record? a Ye Q No € Unknown "
I “YES“, compiete the foltowing: . 3
, COMPLAINANT - FOID Number T T
. Last, First, ano Middia Name (Priny} Sex Dats of Birth .
, Homs Address (Indiud# Zip Code) . Fhane No. COMPLAINANT
Latt, First, and Muddle Neme (Print)
Word Address 1Incluge Zip Coos) Phone No, ' i " Sex Date of amra
. Home Addrest {lnclude Zip Cadal + Phone: No.
B RELATIONSH'P OF COMPLAINANT 10 FOTENTIAL DEFENDANT Has this Parson also been a Datandant? R :
1 Spouss {Inctuding common law} O Ex-Spouss D Frisnd © Employsr or Employer " ¢ Word Addras. (include Zip Cod#]
¥ O chid v Q Ca-hebiting O Acausintance D Stranger D YES (1 yor alva daie & attach copy o : Fhane No.
‘ . §0 Other Family 0 Girl or Boy Frisnd O Nelghbor 1 Other {Specity): 0 No.or Unk ! [ SR .
RELATIONSHIR OF COMPLAINANT TO POTENTIAL OEFENDANT Has this Person alwo been & Defendent?
. . . 0O Spouie (Including common taw) a Ex-Spouse O Friend 0 Employer or Employed
OFFENSE ' i O Chilg o c =] Q Steanger =} '\:‘E’i'(';l Yot gl date & attach copy of
Type of Offense Date Tine ocetion ' 5 O Other Family O Gt ar Bay Friend. 1. Naighbar QO Other {Spacity): 1 Na oeUak
FAemarks {Havs Polics besn caontacted? Y N 1f yos list name, date, time snd districty ( HEAR[NG *
] HEARING AUSA DATE TIME I LOCATION
3
WITNESSES NAMES ADDRESS : * TELEPHONE NO,
G T
i “
- =
interviewsd By " Date Time [ NAMES OF ADDITIONAL WITNESSES ON REVERSE
HEARING NOTES
DISPOSITION : .
AUSA " ] DATE ASSIGNED TYPE OF NOTICE
BET HEARING
AL TATE GF REARING OATE LETTER SENT
AL14
HEARINGS SET . TIME DATE OF HEARING DATE LETTER SENT . R
: FOR and b - S
4 TIME DATE QF HEARING DATE LETTER SERT
: rd —
] CHARGE {attach copy of warrant)
[ 188UE WARRANT
fa] 0 Socisl Sarvices T Naighboiood L.egst Sesvice Q Othsr (Specify) B ADDITIONAL HEARING NOTES ON REVERSE
REFERTO 3 Seatl Claims Court 0 Citizens into, Service
[J OTHER DISPOSITION {Expiain) . i HEARING DISPOSITION
HEARING DISPOSITION NOTES
REMARKS:
- vy s . T Al
- AUSA }DATE IDATE REFERRED TO.CORPORATION COUNSEL
5 g Lo . .
USA T4ED B1-TT om0 ) 0 ADDITIONAL HEARING DISPOSITION NOTES ON REVERSE .
o B e ]
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Exhibit 38

EXAMPLE OF A PREPRINTED INFORMATION

SUPERIOR COURT FOR THE DISTRICT OF COLUMBIA

Criminal plvislon

The Unlted States Attomoy {or the District of Columbia informs the Court that within the District of Columibia:

DEFENDANT'S NAML: (Firat} i Wty POID #

DEFENDANT'S ADDARELSS CCre

did on or about -
commit tho crime or crimes indicated harein and identified by an X-mark or X-marks:

D PETIT LARCENY ~ in that he took and carried away, with intent to steal, certain property of value consisting of
the property of )
in violation ot Section 22-2202, District of Columbia Code.

D ASSAULT - in that he unlawfully assaulted and threatened in a menacing .
- , in violation of Scction 22-504, District of Columbia Code.

D ASSAULT - in that he untawfully assaulted and threatened in a menacing
. i1 violation of Section 22-504, District of Columbia Code,

D THREATS - in that he made threats to do bodily harm 1o
, in violation of Section 22-507, District of Columbia Code,

D CARRYING DEADLY WEAPON - int that he carried openly and concealed on and about his person a deadly

and gangerous weapon, namely

s capibte of being conceated un and about his person, in viotation of Sectian 22-3204, District of Cofumbia
Code,

D POSSESSION OF PROHIBITED WEAPON (a) - in that he possessed a
, in violation of Section 22-3214(a), District of

Columbia Code.

D POSSESSION OF PROHIBITED WEAPON (b) - in that he possessed, with intent 10 use untawfuliy against another

*

in violation of Section 22-3214(b), District of Columbia Code,

D POSSESSION ‘OF PROHIBITED WEAPON {Knife-over 3'inches long) - in that he possessed, witly intent to use
unlawfully against another, a knife with a blade Jonger than three inches, in violation-of Section 22-3214(b),
District of Columbia Code. '

D CARRYING PISTOL WITHOUT A LICENSE - in that he carried openly and concealed on and about his person, a
pistol without a license therelor issued as provided by Section 22-3206, District of Cotumbia Code, in
viofation of Section 22-3204, District of Coiumbia Code,

D OBLITERATION OF IDENTIFYING MARKS « in that he changed, altered, removed and obliterated the

ona pistb\. in violation of Section 22-3212, Cistrict of Columbia Code.

D UNLAWFUL POSSESSION OF PISTOL {After felony conviction] - in that he owned, kept, and had within his
possession and under his control a pistol, having previously been convicted of a felony, in violation of Section
22-3203, Distr*zt of Columbia Code,

D UNLAWFUL POSSESSION OF PISTOL - in that he owned, kept, and had within his possession and under his
control a pistol, having previously been convicted of a violation of a provision of Sections 22-3202 through
22:3214, District ot Cotumbia Code, and not being licensed to sell weapons under the provisions of Section’
22-3210, District of Columbia Code, in violation of Section 22-2203, District of Columbia Code.

D UNLAWFUL POSSESSION OF PISTOL ~.in that he owned, kept, and had within his possession and under his
control a pistol, having previously been convicted of a viclation of 22-
violation of Section 22-3203, District of Columbis Code,

‘ D FAIL TO REGISTER FIREARM . in that he did possess a certain without

being the holder of a valid registration centificate, in violation of Articlé 51, Section 1, of the Police Regulations
of the District of Columbia, for which a penalty is pravided in Article 55, Section 11 thereol.

D' AMMUNITION VIOLATIONS - in that he did possess.ammunition without being the holder of a valid registration
certiticate for a lirearm in violation of Article 53, Section 2, of the Polics Regutations of ths Distiict of Columbla,
for which a penalty Is provided in Article 55, Section 11 thereot,

UNITED STATES ATTORNEY FOR THE DISTRICT OF GOLUMBIA

. District of Columbia Code, in

BYL ASSISTANT UNITED STATES ATIOANEY FOR THE DISTRICT.Of COLUMAIA DATE

OFFICER; ’ DISTRIC [

USA6X237 (E4. 3-11°72)
1. PELIVER YO THE COURT
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Exhibit 39
EXAMPLE OF A PREPRIATED COURT ORDER FORM

SUPERIOR COURT OF THE DISTRICT OF COLUMBIA

CRIMINAL DIVISION

UNITED STATES OF AMERICA

V. Court Case No.

ORDER

Upon cousidetation of the motion by the for an examination of the
mental competency of the defendant, pursuant to Title 24, Section 301. of the District of
Columbia Cade, 2« amended August 9, 1955, and the representations made in support thereof,

it is this —day of , 197

OrbERED, th \t the defendant be and is bereby committed to

for a period not to exceed

days for examination by the psychiatric staff of that
hospital and that after such examination a report be made to this Court as to:

1. Whether the defendant is presently mentally competent to understand the procecdings
against

and to properly assist in the preparation of defense herein; and

2, Whettier the defendant, at the time of the alleged criminal offense, committed on or

about

was suffering from a mental disease, or defect which subs!ahtially
affected his mental or emotional processes and substantially impaired his behavior controls,
and if so, whether the criminal det(s) (was)(were) the product(s) of that mental condition;
and it is

.FurtHER ORDERED, that in the event there is no bed immediately available at

the defendant remain in the District of Columbia Jail to await transfer to

when d bed becomes available, and it is

FunrTHER ORDERED, that upon receipt by. the Court of the report of the Superintendent

of that hospiiui, the United States M:}rshal, or his designated deputy, is hereby authorized

. to bring the defendant before this Court for such
further proceedings in this matier as may be necéssary, of, in the event the hospital report
indicates that the defendant is competent to stand trial, the United States Marshal, or his
designated deputy, is hereby authorized to transport the defendant to the District of Columba

Jail to await further action of this Court.

JUDGE

Pyypehaing Framination Drider NSASLY {167Y),

COURT COPY
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As explained in Chapter III, particular attention has | SEY 1EEEeAD LPEI § D iy sedmie r
been given, in the development and refinement of the g 90F 2982557 ¢aifBiEzz; esffEl ¢ ‘ )
PROMIS system, to improving witness relations, communica- & 28¢ 2f:3Fcly 2Ecdidii: 23zil: g . !
tions, and procedures. In addition, individual prosecutors 4 35 200 RV ;3‘155 *84 &0 o - &
can do much to assist in these matters. An example is the i i
referral guide shown in Exhibit 40, which provides a witness o o . . f ‘ s b
with a map of the courthouse complex. Many cities and coun- i g 2 8 F i 2 R § i L
ties-have complexes of buildings occupied by the courts and | 2 % %zz £ 2 g RS- R I i P
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reporting p01nt. Another aid for witnesses is the Certificate N S Esity % 3 fr o3 9 & TE5cz oz BEy :
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§ gual Witness Appearance Card shown in Exhibit 42, ‘ i -ﬁ 5
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An excellent illustration of a spec1al effort by a pros-. : E 3
‘ecutor to improve witness relations is the series of letters : &
used by the Prosecuting Attorney for Marion County, Indiana, : §
to add a personal touch to these matters. (See Appendix F.) = e N
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tor in witness management is the Report of Returned Mail : n

Yet another form that may prove useful to a prosecu- b _ ' L | | o |
Bl

shown in Exhibit 43. This form, intended for periodic use : £ i
in conducting studies, provides the prosecutor with a record 4 : s : {:] . 2, :
of subpoenas or other notices sent by mail that were not : h 5 T : : £
received by the ‘addressee. The report shows the reason why , - * ° - < —— @ o §
4 the mail was not delivered and any follow-up action that i 4353 8
| may have been taken to notify the person. e )
: : %
4o ' Also shown is a Court Appearance Record (Exhibit 44) : ‘ , N IS i R 2
1o S developed jointly by a police department and a prosecutor : : B
] to obtain information concerning when the pollce officer 1 - g
and witness will be available for appearance in court and ‘ q
to keep a record of the police officer's attendance in court.
: CMUN LS g
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b = [ ) Reimbursable Court Appearances
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Q 22 z b = questions concening your court appeatances in this case, call the U,$, Atlomey’s
& ol o & Oifice for the Disteict of Columbia at 426-7626.
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Exhibit 43

REPORT OF RETURNED MAIL

(December 1973)

REPORT OF RETURNED MAIL
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ACTION TAKEN
Error found in address through check of record, item remailed and address changed

8.

Mail referred to MPD for
appropriate action

11.

DO

-
-

IDATE

Type of error

cords.,
a. Wrong Section of City [:jb. Wrong Street [:]c. Wrong Street Number[:]d. Other

Addressee contacted by telephone and
correct address entered in Tecords

in re

9.

ORG

10.

L

BY

P.D. 140 Rev, 5/75

Ky

Exhibit 44

COURT ATTENDANCE RECORD

‘ CLOCK
IN
METROPOLITAN POLICE DEPARTMENT

WASHINGTON, D.C.

cLocCk &
ouT

COURT ATTENDANCE RECORD

NAME (L AST, FIRST, Ml.eerv « BRINT ORG, ELEMENT | DATE DAY OF wk| TIME DUE | ..,
. [T} count
171 nEARING
TOUR OF DAYS OFF WORKING DAY . A ATTENDING BT
DUTY THIS WEEK OFF [TYon pury { ToFF DUTY 1. "opavyore . :

[Tlves [Cine

[T 'stex LEAVE ! ANNUAL LEAVE { oTHER

i ' SUPERIOR COURT
[" usoisTRIcT counT

NAME OF DEFENDANT OR RESPONDENT

DISPOSITION OR

DATE OF PRIOR APPEARANCE
CHARGE CONTINUED TO | APPEARANCE NUMBER TIME
IN
(N
QuUT
SIGNATURE OF OFFICER

BADGE NUMBER

REMARKS

DO NOT WRI

TE IN THIS SPACE (FOR USE BY. TIME AND ATTENDANCE CLERKS ONLY)

JOTAL TIME ELAPSED

COMPENSATORY COURT TIME

PAID COURT TIME

intials of T& A Cletk

HOURS

MINUTES

HOURS

MINUTES

HOURS

MINUTES

Computing Trme.

The above-named officer has lined ot on the calendar all dates }
that he will NOT be available for Court due to;
) days off
2) dates nut acceptable to witnesses
3) times niot on day work tour of duty
4) previously committed court dates
5) approved annual leave for the next three (3) months

(FOR USE BY PROSECUTING ATTORNEY)

TIME OFFICER ARRIVED AT YOUR OFFICE

TIME OFFICER DEPARTED YOUR OFFICE

PROBECUTING ATTORNEY'S SIGNATURE

Distribution: Green - Temp Ct Liaison/Officer
White . T & A Clerk

Yellow - Prosécutor

Pink

- Court
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DATES AVAILABLE FOR COURTY
ASSIGNED COURT DAY .. cjrcle your court day
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V. USES OF TEXT-EDITING TYPEWRITERS

Government and industry have used text-editing type-
writing systems for several years. The current systems have
evolved from the pioneering work done during the 1960s by IBM
and others. Basically, these systems consist of three compo-~
nents: an input/output device, a storage medium, and a memory
unit that processes the stored text in a logical manner. Dif-
ferent systems can have from one to three pieces of equipment,
depending on the manufacturer of the machine.

The purpose of text-editing systems is to record in type-
written form information that is likely to have to be repeated
at a future point. Examples of equipment applications are high
volumes of repetitive correspondence to different addresses,
lengthy reports that may undergo numerous revisions before
being typed in final draft, and standard information that is
often routinely repeated verbatim or with only minor modifica-
tions in the text.

The primary advantages of text-editing systems are savings
in personnel costs, reduction in elapsed time for the prepara-
tion of documents, and elimination of typographical errors
as well as the need to proofread material each time it is re~
typed. The more expensive systems feature a cathode ray tube
(CRT), which not only further increases a typist's production,
but also allows the system to be used as a simulated computer
display, as discussed below in section A.2.

Text-editing typewriters operate on somewhat the same con-
cept as tape recorders. On a tape recorder, sound impulses
are recorded on a magnetic tape for playback at a later date.
On a text-editing typewriter, letters, numbers, special char-
acters, and machine typing action codes such as spacing, back-
spacing, and tabulating are translated into a machine readable
code and stored as magnetic impulses on a magnetic cassette,
diskette, or card storage medium that may be played back when-
ever desired to produce a typewritten document. As with tape
recorders, magnetic storage media for text-editing typewriters
may also be erased to permit correcting errors and editing or
updating information to reflect changes in court dates, as-
signed prosecutor, defense counsel, etc.

Using such equipment permits high volumes of repetitive S
paperwork, such as subpoenas, complaints, informations, and o
instructions to the jury, to be prepared in a fraction of the ‘
time that would be required if a conventional manual or elec-
tric typewriter were used. Other applications of this equip-
ment for the prosecutor and courts, discussed in section E,
include preparation and maintenance of case status records;
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preparation of reports, court calendars, case a551gn?e?t and
other listings by judge, prosecutor, or other categghgé op-
maintenance of a witness name index; and numerous o

erational and management purposes.

a. Equipment Categories

Two major categories of text—edi?iing typewriting ﬁysggms
may be utilized in a prosecutor's office. Bqth ?ypes s 9; ;
be considered by a chief prosecutor for applications simila
to those discussed in this chapter.

1. Text—-Editing Typewriters without CRTs

Typewriters without CRTs are excellent aids in the prep-

aration of repetitive documents but have somewhat limited

use in case management. For example, a system without a CRT

"can be used to record hundreds of standard paragraphs and

t may be used on warrants, gomplalngs, 1nformatlons,
g?;§§e§u5§aindiZtments or true bills, instructions fqihjggggs,
motions, and any number of other legal documents. ?; kbt
type of system, a copy of all materlal recqrded on.d etif?ca—
netic cards or cassettes is printed out, given an iden I
tion number, and inserted in a book of.standard paraggag,né
Copies of the book should then be provided to»al; assis adocu-
prosecutors or paralegals. When they are prepar%ngtcaii
mentation, they simply refer to the bogk anq 1ndlga e tiuc—
appropriate phrases or paragraphs required in their inst
tions to the typist.

umbering scheme for identifying phrases.and para-
graphzhisntypicalgy by record number, page, and line. A3gag-
netic card holds only one or two pages of text, wheregs  re
pages may be recorded on both.51des of. a cassette. g ere rd'
the numbering scheme to identify a paragraph recordﬁ on tht
16, line 8 would be 16-8; the numbering §cheme on t ehcag11 e
might be 16-4-8, indicating that the desired paragrap Yl;
be found on cassette 16, page 4, line 8. If, for examp eﬂ a
System of this type were used fog preparing mlsdemeanorfc arg
ing documents, standardized wording could be developed for B
any charge. When the police present the charges, the prgse
cutor could merely indicate to the typist the record num gr,
rather than drafting the entire instrumgnt_by'handfog dic-
tating it and then having to proofread it in its entirety.

The major disadvantage of systems w@thogt CRTs is that,
to determine whether the stored informatloq is current and
accurate, a copy must be printed out. It is contemplatgi
that a typed copy of the Case Progress Dogket and Fhe Witness
Record would be prepared when the record is established to
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serve as the basic reference tool and official record. How-~
ever, it can be costly and inefficient to correct and print
out a document each time a minor change or addition is made.
A possible substitute procedure would be to enter the change
on the reference copy by hand, change the information on the
magnetic record medium by keying it in on the typewriter, and
then type out the entire record periodically or at the time
of major changes, court events, or upon request. Most prob-
ably, it would also be necessary to retain any previously
typed record copies in a case file, since some may contain
information or remarks not reflected in the magnetic storage
medium. Further, it may be more practical, in certain in-
stances, to make a photocopy of existing typed copy than -to
type out a new copy for use in the courtroom or to meet other
needs. The proper combination of methods and practices to

be adonted would be governed by the case load, volume and
types of changes, eguipment and machine operator availability,

reliability and accuracy of the operators, and user needs
and preferences.

2. Text-Editing Typewriters with CRTs

Typewriters with CRTs are the most versatile on the
market today, They not only perform all of the functions of
equipment without a CRT, but also are capable of displaying
stored information without having to type out a copy. Infor-

the change recorded on the cassette or diskette without pro-
ducing a paper copy, unless it is needed for other purposes.
With this capability, it is easy to change variable data on
case status reports, calendars, and other documents. Section
D.l discusses the preparation of these types of documents
using text-editing typewriters as the hasic equipment for
semiautomated PROMIS.

Another advantage to CRT equipment is that an operator
can type or modify a page displayed on a CRT screen at the

paper, An instruction is keyed into the machine to remove

the preceding page from the screen, store it on the cassette
or diskette, and print out a paper copy. In this way, a
typist is kept constantly busy producing material, since it

is not necessary to wait to start a new page until the one
just completed is typed out, as is the case in systems without
CRTs. The typing speeds of the printers attached to systems
with CRTs are typically much faster than equipment without
this feature. Some printers produce ‘documents at a typing
speed in excess of 360 words per minute, However, these

high-speed printers are also available on some systems without
CRTs. ‘
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B. Recording Media

ext recorded on a text-editing typewriting sgsteT‘
is cagiirzd on some type of magnetic med%um. Most typing c¥s-
tems use magnetic cards, cassettes, or diskettes. The major
differernices in these devices are the amount of lgformatlog. )
that can be stored on them and the gpeed with Whlch a par 1cu_
lar item of information can be retgleved for display or reprg
duction. All of these storage media can be erased ?nd reﬁse
almost indefinitely. The table in Appendlx G indicates the
types of recording media used Gy various manufacturers, as
well as comparing other characteristics of the systems.

1. Magnetic Cards

he primary drawbacks to magnetic cards are that only
one of twg pageg of typing may be gecorded on one card, and
the cards must be manually loaded into the.equ1pment befori
a page may be printed. It is also a relatively slow pgoceusrf
to .locate a specific line of type on the card when making cor-
reétions or changes. Another factor to consider is the cost
of cards, about a dollar each. These cards may also become
cumbersome to store and handle in systems where several hun-
dred or perhaps even several thousand are reguired. Cards are
used on eguipment that does not feature a CRT.

2. Cassettes

The capacity of a cassette ranges from 15 to 40 pages
of material, depending upon the equipmgnt manufacturer. The
primary consideration in selecting a piece of equipment using
the cassette as the text-storing device is the speed W}th which
a page can be accessed on the tape. E&ome types of ?qulpment
perform this task in a second or two, Whlle others may take a
much longer time, slowing down production. The cost range for
cassettes is between $6 and $9 each, making the per page cost
between $.20 and $.30 each ($.70 to $.80 less per page than
most magnetic cards). Cassettes are used both with machines
having CRTs and those without.

3. . Diskettes (Floppy Disks)

This medium resembles a 45 rpm phonograph regord. It
is capable of recording 60 pages of'text on one diskette. The
term "floppy disk" denotes the flexible texture of the plastic
base material from which the diskette is made. If equipment
utilizing diskettes is selected, the per page storage charge

is approximately $.13 each, a considerable difference from

the $1 per page cost with a magnetic card. Other capabilities

inherent with equipment using diskettes inqlude instantaneous
retrieval of a page of text simply by pushing a button, and
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the ability to transfer data from one diskette to another in
a fraction of a second. Automatic typing systems using disk-
ettes as a storage medium typically have the largest number

of applications in any office. However, these machines are
also the most expensive.

c. Guidelines for Selecting a Text-
Editing Typewriting System

This section discusses a series of factors that must be
considered in the selection of text-editing equipment. Each
of these considerations is important in determining what
features the selected equipment should have. Before analyz-
ing these factors, an office should attempt to list all pos-
sible anticipated applications of the equipment and estimate
the volume of work for each task the equipment is to perform.
This list will aid in identifying the most desirable equip-
ment and eliminating those that may not justify additional
expense, For example, the review may indicate that the
greatest need for a text-editing capability is in preparing
standardized documents such as informations, complaints, in-
dictments, and jury instructions, and that only about five
percent of the anticipated work load would involve record-
ing information with variable data requiring a CRT. There-
fore, it would be imprudent to spend an extra $200 per month
to rent equipment with a CRT, when magnetic card or cassette
eguipment without a CRT could be used to do the job,

By considering and weighing the relative importance of
the following factors, the prosecutor manager should be ablé

to select the equipment that will best suit the needs of the
office. '

L. Equipment Cost

The cost factor is of primary concern to most offices.
Manufacturers usually offer several different lease/purchase
plans. Some lease on a one-, three-, and five-year basis with
an option to apply a percentage of the lease payments toward
the purchase price at the end of the lease. The monthly rental
cost typically decreases with longer leases. For example, a
system leased for one year may cost $500 per month, whereas
the same system leased for three years might cost $425 per
month. Appendix G provides a comparison of purchase and lease
rates for different types of equipment.

Another factor to consider in pricing equipment is service

and supply costs. Some manufacturers include service costs
in the basic monthly rental, but others charge an extra fee.

-143-




e e e~ e z WP ey

Supplies may also be very expensive for a system w@th many
applications. (See section C.5 for guidance in this area.)

An alternative approach to leasing is purchase. However,
this may not be the wisest choice, since technology in this
field is developing rapidly. Equipment with new features
and higher production speeds is constantly becoming available.
In addition, because of increased competition and possibly
lower production costs, prices tend to decrease. Therefore,
leasing may be the best choice today. This arrangement will
permit the office to obtain the latest equipment available
when the lease expires.

2. Availability of Service

Most manufacturers have service representatives avail-
able all over the country, but a few do not. Therefore, check
on the availability of service for any equipment that the of-
fice is considering purchasing. The time between receipt of
a service call and arrival of a service representative should
also be checked. A company should be able to provide service
within 24 hours in large metropolitan areas, or within 48 hours
in outlying areas. A good way to determine the quality and
reliability of service is to ask the sales representative for
a list of other users, -and then to check with these users about

- the frequency of repairs and how long it normally takes service

personnel to arrive after being notified.

3. Printer Typing Speed

Several different models of printers are presently avail-
able which provide typing speeds ranging from 150 to 360 words
per minute. This factor becomes important after the total
daily work load is determined. For example, if the average
daily work load might require a machine that could print 275
words per minute, but the speed of the device under considera-
tion is only 150 words per minute, either two of the 150 word-
per-minute systems must be procured, or equipment with a faster
typing capability must be selected. In nearly all instances,
it is much less expensive to lease or purchase one high-speed

machine than two slower machines--a faster printer can increase.

production by as much as 140 percent. The manufacturer's
representative should be consulted to determine if a particular
piece of equipment has optional printers, or whether only one
type is available. : :

To determine the average number of words of typing done

in a prosecutor's office, the typists should be instructed to
make an extra copy of each document typed for a period of at
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least 15 days. Make certain that the i
. _ : period selected has a
mix of heayiest and lightest days. Then, using the following

formula, determine the minimum typing speed
' i ; : acce
an automatic typing system: yping p; ceptable for

Approx. total no. Approx. no.
of letters, numbers, _ of words in Approx.
- on documents . - = mam words/day

No. of words

Approx. no. .
ep PEer minute

. of words/ - . .
= productive © 00 = ggpéggigpeed
i -
yping hour ment

4. Equipment with & CRT

For some applications, it may be advanta
' o geous to select
equipment with a CRT. See section A.2 of this chapter for
the advantages of selecting equipment utilizing a CRT.

5. Cost of Supplies

The cost of supplies for text-editing s stems i
factgrvthat must be included in the budgeg. ySupplie: sgg;giiy
consist of austqck of the magnetic storage medium {cards,
cassettes, or_dlskettes), typing ribbons, and in some cases
typewr}ter print elements. The most costly item will be thé
recording medium. In systems maintaining several thousand
documents, the cost of the recording medium can greatly in-
crease the overall cost of a system. As an example, the table
on the following page compares the cost of recording media

~and equipment rentals for a system that maintains 3,000 pages.

Tpe;cost of othgr supplies has little or no effect on
the pricing of a typing system, since such supplies would
normally be purchased for an electric typewriter.

6. Complexity of Ogeration

Some text-editing systems require several davs era-
tor training, while others,requirg only a few hougs.OEIgp:g;e
Systems it is‘necessary to learn a complex series of machine
}nstruct}ons in order to record, play back, and modify written
1nstructxons. In situations where several petsonskmay be
called upon to operate the equipment, or the typing ope:ation
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Exhibit 45

EQUIPMENT RENTAL AND RECORDING MEDNIA COSTS

Recording Media
i i ‘ i te
Magnetic Cassette Equipment Dlsget
Featnres gard Both CRT and Egquipment
Equipment non-CRT (CRT)
' 0

Hypothetical no. 3,000 3,000 ; 3,00
of pages
No. of media re 3,000 100 50
quired to record
pages
Average media cost/ $3,000 $1,200. $ 400
3,000 pages
Average equipment '$2,520 $3,600 $4,656
rental N :
Total first year $5,520 $4,800 $5,056
cost, excluding
supplies other than
recording medium and
service

is not continuous, problems may arise. ;f thg system will be
used as a data base for PROMIS, as described in section D,

then it may be desirable for the attorneys to be able to gp-
erate the equipment. In that case, the simpler the operi ;on
of the equipment, the easier it will be for all personne o)
learn how to use it. -

D. Developing a Semiautomated PROMIS Using
Text~Editing Typewriters

A semiautomated PROMIS employs essentially the same
system concept and records and forms as thg manual PRO&IS
described in Chapter IV. Consequently, this ghapter will
concentrate on how to use text-editing typewriters to oper-
“ate the.  PROMIS system.

Because text-editing typewriter systems have memory and
can record data on a magnetic storage medium for gecall at
a later date, they can be used, with some l%mltat%ons, toyr
simulate a computer system for storing,.mgnlpulatlng, and
printing out data on demand. A~text—edltlng'typewrlter can-
not, however, process data and.make,comquaylons for such
purposes as developing statistics or compiling data for
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reports. These functions can oniy be performed by a computer-
ized system.

As discussed in section a, text-editing systems are of
two basic types: those with CRTs and those without. The
advantages of the CRT feature become very obvious when this
equipment is utilized as the basic component of a semiauto-
mated PROMIS. The major advantage is that the data stored
in the system can be displayed, thereby facilitating the re-
trieval, verification, or updating of data without producing
a paper copy each time. However, it is contemplated that
many offices using CRT equipment will still find it advanta-
geous or more practical to maintain a printed copy for geéneral
reference purposes, particularly where self-service is desired
Or necessary. A printed copy also facilitates updating, and
can serve as the prosecutor's official record. Also, of course,
throw-away copies can be produced by the typewriter on demand
for such purposes as providing a record for courtroom use.

Where equipment without a CRT is used, the Case Progress
Docket would be maintained in both the magnetic storage medium
and printed form, since there is no other way to display the

data for reference purposes, and a printed copy is essential
for verification and updating.

The records developed for a semiautomated PROMIS are
described below. ; , ;

1. Case Summary Record

In a semiautomated PROMIS, the Case Summary Record serves

‘as a master file of all actions related to a case from the

time charges are brought by the police through final disposi-
tion and sentencing. By merely instructing the equipment to
search out the record on the cassette or diskette, the prose-
cutor ‘can obtain a status report on the case at any time, :
If the equipment has a CRT, the case summary can be displayed
on the screen. If the equipment has no CRT, a paper copy of
the record will have to be generated. Information may also

be extracted from this record for the preparation of calen-
dars, subpoenas, notices, or other correspondence. to witnesses
or defendants, and statistical reports. ' ‘

The Case Summary Record is recorded on two pages.  The

- first page is similar to the Case Progress Docket described

in Chapter IV, section B.1. It includes facts about the
defendant, the case, the criminal event, the history of the
charges filed, court events, final disposition, and sentenc-
ing. (See Exhibit 46.) The second .page is similar to the
Witness Record discussed in Chapter IV, section B.4. Exhibit

47 is a sample of the Witness Information portion of the Case
Summary Record. S
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Exhibit 46

CASE PROGRESS DOCKET

PoreRns TE
' . OFF. JUDGE EVENT/DATE
DEFENDANT %_gz“usg. iggncy/ / J. PARKER PH/ 111675
JOHNSON, SAMUEL EDHATD CHARGES iz PROSECUTOR CRIME SCORE
- P. JONES/
%g§§§§ DATE ADW MPD/ 3D HAMILTON 12.5
SE STATUS AF0 DEFENSE CNSL. DEF. SCORE
RELEA |
0 SB o, HARRISON 16.5
$100
CO-DEFENDANTS
NONE
pOB POB SEX RACE MAR, STAT. ID NOS.
f,  STATE FBI
032149 WASHINGTON, DC M N s LOCA
’ ¢ 129-371 4390871
RESIDENCE PERTOD EMPLOYMENT CRIM. REC. INCIDEN .
aton, D 3075
Waah?ngton, pC 20005 S yrs. Unenployed 3, ¢ 499
' ; POSSESS USE OF WEAPON OR
ITTED ON (DATE) ARRESTED ON (DATE) ‘
gngg?§a$0”M T (TIME) w§2PCN §2§CE
Y02875/7:45 p.m. 102875/6:10 P.m. Y

BTOLEN PROPERTY/EVIDENCE RECOVERED

INITIAL COURT APPEARANCE METHOD

t
none Warran
pISP. . SENT.
INC. NO. CHARGE ggggea FILED DATE  DISP.REASCN DIse SEN
A 4993075 ADW 2514 ’GIT‘ 102975
B 4993075 APO 3716 Pol. 102975
(o :
D
' NEW REL. STAT.
. EVENT CONT. TO ~ REASON
I%%%?S OégoggLéBSTAT PH Indef. Bound over to GJ . 51700 SB
CONFINEMENT PERICD FINE SPECIAL PROBATION
A T —_
B
-
D
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Exhibit 47

WITNESS INFORMATION

WITNESS INFORMATION

NAME/ADDRESS
James D. Gallagher

HOME PHONE: (202)543-7806 WORK PHONE:
SEX: NA AGE: NA RACE:
TESTIMONY PROBLEMS: None

(202)459-1320 WITNESS TYPE: Arrestlng PO (E)
NA RELATIONSHIP TO DEF.: NA

CRIMINAL RECORD: NA

409675
110475

1

DATES ORDERED TO APPEAR (STATUS): 111675 (S) 5

NAME/ADDRESS 4

Robert A. Baker ACCUSED: Samuel E. Johnson :

2231 16th St. NE COURT CASE NO. : 409675

Washington, D.C. 20004 COURT APPEARANCE DATE/TIME: 111675 i
DATE OF ISSUE : 110475 i

HOME PHONE:
SEX:

(202)397-4803
M AGE: 38
TESTIMONY PROBLEMS:

WORK PHONE:

None

(301)736-1906 WITNESS TYPE: Eyewitness
RACE:N RELATIONSHIP TO DEF.:

CRIMINAL RECORD: NA

None ot

DATES ORDERED TO APPEAR (STATUS): 111675 (S) e
A,
NAME/ADDRESS
Mary L. Johnson ACCUSED: famuel E. Johnson
314 G. St. NW COURT 'CASE NO. : 409675
Washington, D.C. 20005 COURT APPEARANCE DATE/TIME: 111675
DATE OF ISSUE : ¢ 110475

HOME PHONE: (202)440~-2306
SEX:s F AGE: 24
TESTIMONY PROBLEMS: Possible

DATES ORDERED TO APPEAR (STATUS): 111675 (NS)

WORK PHONE: N/A
RACE: N RELATIONSHIP TO DEF.:
CRIMINAL RECORD: NA

WITNESS TYPE: Complaining
Wife

NAME/ADDRESS

HOME ' PHONE:
SEX: AGE:
TESTIMONY PROBLEMS: ,
DATES ORDERED TO APPEAR (STATUS}:

WORK PHONE:
RACE:

RELATIONSHIP TO DEF.:
* CRIMINAL RECORD:

ACCUSED:
COURT CASE NO.

ACCUSED: Samuel E. Johnson b
3D | COURT CASE NO.

COURT APPEARANCE DATE/TIME: 111675/9 a.m.
DATE OF ISSUE :

‘COURT APPEARANCE DATE/TIME
DATE OF *ISSUE

WITNESS TYPE:
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. Arrest Date: mmddyy.

a. Case Progress Docket Data Elements. The following
data elements are recommended for the Case Progress Docket
(Exhibit 46). The sections are discussed in order, beginning
at the top of the form.

. Charges: Abbreviations commonly used by each local
jurisdiction implementing the system. Only current
open charges are to be recorded in this space.

A . Prosecutor: Name.
(1) CALENDAR SECTION ——

, , \ , : : . Crime Score: Computed on the basis of a Crime Analy- ‘ i
Contains the items of information most frequently : sis Scoresheet for PROMIS discussed in Chapter IV,
required for court event calendars and other types g section B.3.

of case listings.

, . Defendant Score: Also computed using the PROMIS S
. Defendant: True name. g Crime Analysis Scoresheet. i 1

T

.. Case Number. ~ : . Release Status: Current release status, indicated
by one of the following abbreviations:

. Police Officer's Name/Agency/Unit: Abbreviations

for agencies and units designated by the implement- s PR - Personal Recognizance h
ing jurisdiction. For example, Albuguerque Police ; - i
; Department ~ APD; Albuquerque Sheriff's Office - | J - Jail 2
N ASO; Third District - 3D; Fifth Precinct - 5P. g [
: 8 CB - Cash Bond (with amount) : A
. Judge: Name. 5 i
1 . e SB ~ Surety Bond (with amount)

. Event/Date: Next upcoming court event and its date. E
The following abbreviations are recommended for events: : ‘ Codes may be developed for other types

of release status.

1H - First Hearing o ’
: . Codefendants: Names. Case numbers may also be en- i
GJ -~ Grand Jury tered 1f defendants are to be tried separately or have S
. _ different case numbers. o
PH - Preliminary Hearing : B
. . (2) DEFENDANT/OFFENSE SECTION |
PTH - Pretrial Hearing , '
) Records facts about the defendant's previous criminal %;J
ARR - Arraignment , history, employment, and other personal characteristics, 'gﬂ
o . ' ' : - and some information about the offense. A
MOT -~ Motion ‘ c
) « DOB: Date of birth (mmddyy). ;
TRI - Trial B R . .
; _ _ _ i : . POB: ' Place of birth (city and state). Standard two s
PSI - Presentence Investigatilon g Tetter U.S. Postal Service abbreviations should be o
' ' i : used to identify state. ‘ o
SEN =~ Sentence : ~ I . . .
‘ ‘ . Sex: M-Male, F-Female. & e ‘
APP - Appeal T ‘ R
« Race:
OTH =~ Other .
L ) W - White (including Mexicans and Latins)
Dates should be indicated in mmddyy format. _ 1 o o
' N - Negro
| . ~151-
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I - Indian

C - Chinese

J - Japanese

0 - Other (including Asian Indians, Eskimos,
‘Filipinos, Indonesians, Koreans, Polynesians,
other nonwhites)

U - Unknown

Marital Status:

M - Married
S - Single
D - Divorced
W - Widowed
0 - Other

ID Numbers: Local, state, and FBI identification
numbers.

Residence: Defendant's house number, street name,
city, state, zip code.

Period: Defendant's length of residence at current
address. This may be expressed as a number of
y-years and M-months (e.g., 5 years and 8 months
would be 5Y 8M).

Employment: Defendant's occupation.

Criminal Record: Indicates previous grrests and
convictions. Enter all of the following codes that
are applicable:

. Number of Previous Arrests: Enter number
followed by the letter "A" (e.g., 3A indicates
three previous arrests).

. Number of Previous Convictions: Enter number
followed by the letter "“C" (e.g., 2C indicates
two previous convictions).

. No previous record: Enter NR.
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« Incident Number: The control number assigned to the
event by the police department, if applicable. If
a separate incident number is assigned to each charge,
this space should be left blank and the "Incident

Number" entry completed in the Charge Section of this
‘docket.

. -Offense Committed on (Date) at (Time):  The date
and time the offense was committed. Indicate a.m.
or p.m.

.  Arrested on (Date) at (Time): The date and time that
the defendant was arrested. Indicate a.m. or p.m,

. Possess Weapon: Indicates whether defendant‘possessed
a weapon at the time the offense was committed.

. Use of Weapon or Force: Indicates whether defendant
used a weapon or force in committing the crime. "Yes"
specifies that one or both were used and "no" speci-
fies that no weapon or force was used.

. Stolen Property/Evidence Recovered: Lists items
stolen, tollowed by an "S." Place a comma after the
"S" and enter "RE" if the property is recovered
evidence. (For example, a recovered stolen shot-
gun to be used as evidence would be entered as
Shotgun-S, RE).

. Initial Court Appearance Method: The means by which
the defendant's case was originally brought to the
attention of the court. Examples are complaint,
warrant, information, and indictment,

(3) CHARGE SECTION

Contains information pertaining to any charges presented
in this case, regardless of where they originated, and
follows each charge through to a disposition. Only the
four most serious charges in a case are recorded in this
section. '

. Charge Prefix: An alphabetic prefix (A through D)
assigned for cross reference purposes to each of
the four most serious charges in the case.

. Incident Number: Typically a number assigned by the
police to each charge resulting from a criminal in-
cident. Some jurisdictions use the same incident

number to cover all charges associated with an inci-
dent. '
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Charge: A listing of local abbreviations developed
by the jurisdiction implementing the PROMIS system.

SEARCH Code: A standardized charge code used by the
FBI for reporting crimes to the National Crime In-
formation Center (NCIC). Appendix E lists these codes.

Filed by: An indication of which group filed the
charges, such as:
POL - Police
PROS - Prosecutor
GJ -~ Grand Jury

Date: The date the charges were filed.

Disposition: Reports the type of disposition for
the charge. Suggested abbreviations for disposition
types are: :

DIV - Diversion or Pretrial Rehabilitation
R - Rejected
NI - Not Indicted
NP - Nolle Prosequi
- PD - Prosecutor Dismissal
CD - Court Dismissal
PG -~ Plea of Guilty
NC -~ Nolo Contendere
Jc —‘Jury Conviction
Ja —'JurykAcquittal
NJC - Nonjury Conviction
NJA - Nonjury Acguittal
M - Mistrial

T —- Transfer to Another Jurisdiction

—154f

Reason: The reason for disposition of the charge.

Exampies are:

Problems

. Prosecutive Merit

.. Due Process

. Physical Evidence

. Scientific Evidence
. Testimonial Evidence
. Witness Availability
. Witness Attitude

. Witness Credibility
. Defense Counsel

. Defendant

. Prosecutor

. - Hung Jury

. Mistrial

Procedural/Administrative Reasons

. No Probable Cause
. .Diversion

. Plea Negotiation
. Grand Jury

. Motion

. Special Hearing

. Jury Trial

. Nonjury Trial

An explanation of these and other disposition types

may be ?ound in Chapter IV, sectiocn B.,l.a, in the
discussion of Case Progress Docket items 36 and 44.
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. Disposition Date.
. Sentehce Date.

(4) COURT EVENTSkSECTION

Tracks the case through the various court events from

the initial hearing through the final disposition of the

case.

. Date: Date of the court event.

. 01d Release Status: . The defendant's release sta?us
from the previous court event. Suggested abbrevia-
tions are:

PR Personal Recognizance
J = Jail
CB - Cash Bond (with amount)

SB

Surety Bond (with amdunt)

. Event: The same abbreviation used in the calendar
section of this record may be used here.

. Continued to: The scheduled date of the next court
event. :

. Reason: The reason for the continuance. Refer to
the charge disposition record, since many will also
apply here. Additional reasons are:

. Court Unable to Reach Case
. Presentence Investigation

. Sentencing

+« Appeal

. New Release Status: This is the defendant's release

status at the conclusion of the court event. The
same codes that apply to the old release status are
to be used in this entry.
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(5) SENTENCING SECTION

Records the sentence(s) imposed by the court.

. Charge Prefix: A letter that cross-references the
charge from the charge section of the record to this
section (e.g., sentence A must correspoRd to charge A,
sentence B to charge B).

. Confinement Period: Expressed as years (Y),
months (M), and days (D). The confinement type is
also indicated using the following codes:

CONC - Concurrent .

CONS

Consecutive

C or F .

Confinement or fine
OTHER - Other

If any portion of the sentence is suspended, indicate
as years (Y), months (M), and days (D), followed by
SUSP (for example 6M, 15D CONS - 6M, 15D SUSP).

. Fine: Amount. 1If fine is suspended, enter SUSP and
amount. '

. Special: Any special types of sentences authorized
by law or rules of the court., Examples aré alcoholic
and drug rehabilitation programs.

. Probation: Period expressed as years (Y), months (M),
days (D) followed by probatlon type: SUP (Supervised)
or UNSUP (Unsupervised).

b. Witness Information Data Elements. The second page
of the (Case Summary Record contalns tacts about witnesses in
a case (see Exhibit 47). This information is used to keep
track of witnesses involved in the case. The recommended
data elements are as follows:

. Name/Address: Witness name and complete address
(house number, street, city, state, zip code). If
the witness is a police officer or other off1c1a1,
omit address and indicate duty station.

.+ -Home Phone.

. Work Phone.
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Witness Type:

. Arresting Police Officer

. Assisting Police Officer

. Investigating Police Officer
. Chemist

. Fingerprint

. Other Professional Type

. éomplaining

. Eyewitness

~Following the witness type, it is indicated whether

the .witness is essential (E) or nonessential () to
the successful prosecution of the case.

Accused: Defendant's name.

Court Case Number.

*

Court Appearance Date/Time: A listing of all dates

and times on which the witness is directed to appear.

Date of Issue: The dates on which subpoenas are

" 1ssued for the witness to appear.

- Sex: M or ' F.

Age.

Race. See listing of abbreviations under Defendant/
Offense section,

Relationship to Defendant.

Testimony Problems: Yes, no, or possible,

Criminal Record: Any criminal record of the witness.

Dates Ordered to Appear (Status): Lists all dates on
which the witness has been ordered to appear. Indi-
cate appearance status of the witness by noting S
(show) or NS (no show) after each date listed.
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c. Creating the Case Summary Record. Information for
the Case Summary Record can come from several sources. To
initiate the record, information must be obtained about the
offense and defendant, either through a police arrest report
similar to the one illustrated in Exhibit 23, or from other
documents providing the same information, such as arrest war-
rants or booking reports. Once the matter comes to the at-
tention of the prosecutor's office, additional information
must be captured, including the charging decision, crime and
defendant scores, assignment of trial officials (judge, prose-
cutor, and defense counsel), and information on witnesses.

To capture these data, a worksheet similar to the one shown
in Exhibit 34 may be developed and used.

d. Updating the Case Summary Record. As a case passes
the various stages of the prosecutive process, different tech-
nigues can be devised to update the Case Summary Record Sug-~
gested methods are as follows:

(1) Overprinted Case Jackets. Case jackets similar
to the one shown 1in Exhibit 48 may be utilized by the prose-
cutor to record what happens in a case during a court event,
At the end of the day, the jackets can be given to the person
maintaining the system so that the update 1nformat10n can be
extracted and recorded.

(2) Transaction Sheets. The prosecutor in the
courtroom could prepare a transaction sheet such as the exam-
ple in Exhibit 49, which can be submitted to the system op-

-erator at the end of the day. One drawback of this method

is that the prosecutor must write in basic case identifica-
tion information on a transaction sheet each time a case

is heard, a procedure that can become somewhat time consum-
ing if a large number of cases are heard during a day.

- (3) -Annotated Calendars. The prosecutor may take
the court event calendar produced by the system into the
courtroom, and annotate it as a case 1s heard. The annotated
copy could then provide a source for updating a case.

: (4) Record Copies. Another alternative is to pro-
v1de the prosecutor with a copy of the entire Case Summary
Record to take into the courtroom. This requires more time
to produce than the calendar, but also provides more infor-

~mation.

e. Data - Entry. The method by which data will be
recor'ded in the sysfem depends upon the type of equipment
utilized. Equipment with a single magnetic card, a single
magnetic cassette tape, or a single diskette will reguire
the use of preprinted forms for the Case Summary Record.
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Exhibit 48

OVERPRINTED CASE JACKET
CRIMINAL €OMPLAINT NO.
COURT DOCKET NO.
DJ FILE NO.

UNITED STATES ATTORNEY

“ENVH

DEFENDANTS:' ASSIGNED TO

DIVISION ' COUNTY

DISTRICT OF

NATURE OF OFTENSE

CODE SECTIONS

Nio]eielwlnl-

¢ DATE OF OFFENSE
GOVT, AGENCY
5.
. STAT. OF LIMITATIONS
DEFENSE COUNSEL: BOND (AMOUNT, DATE AND SURETY)
ARREST LARRAIGNMENT PLEA
BEE ALSO FILE NO.
DATE | CODE . REMAKRS . INTTIALS

JLVa

SIVLLIND

P13 70 Y0M — Seta—i300

g
3
A
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Exhibit 48 (cont.)

DATE REMARKS

WITNESSES

. CRIMINAL. RECORD
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Exhibit 49

TRANSACTION SHEET

CASE UPDATE TRANSACTION. SHEET

SECTION I - GENERAL CASE INFORMATION

pefendant’'s Names:s

Transaction Type:

Case NO. :
Transaction Date:

Judge:

Dl. na. D3.
Arraignment Continuance Disposition Sentence
_ PDPD; DI1. D2, D3.
Prosecutor:

SECTION. II ~ ARRATGNMENT INFORMATION

Defense Attorney:

Action Reason:

Continued Date:

Release RECOMMENDED
T Type:

Release DECISION
Type:

Case/Fond Amount:

Percent-Deposit:
Arraignrent Plea:
Urine Test

Date:

Cash/Bond Amount:
Percent Deposit:
Jury/Nonjury: Lab No.:

Lineﬁp Date:

Results:

Lineup Time:

Drug Type:

] SECTION TII - CONTINUANCE/DISPOSITION DATA

Defense Attorney:

Action Party:

Action Reason:
Continued Da'.e: :

Release Type:

Cash/Bond Amount: Percent

Charge Suff

. Deposit:

ix Action Charge Pled Sentencing Date Charge Type

SECTION IV ~ SENTENCING DATA

Action Reason:

Suffix:

Confinement:

Action Party: Continued Date:

Type:
Special Program:

Type:
Fine:

Suspended:

Probation:

Type:
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Data positions on the forms are defined to.coincide with the
positioning of the data on the word processing equipment.
These forms must be designed especially for the type of equip-
ment installed. Data are entered onto this form from the
source documents described above. The information is then
typed into the system using exactly the same format and posi-
tioning as on the form,

Equipment utilizing dual recording devices (cards, tapes,
or diskettes) can usually store the format for the blank forms
on one medium and transfer a copy of it to the other medium
without disturbing the original copy. This type of format is
used in the Case Progress Docket shown in Exhibit 45. The
second medium thus contains a duplicated blank copy of the
form which is filled in with the case status information..

To update a case, the system operator merely inserts the
card, tape, or diskette into the machine and obtains a display
of the case (if the machine has a CRT) or produces a paper
copy of the case summary. On equipment without a CRT, an al-
ternative method is to produce a copy of the Case Summary Rec-
ord when the case 1is originally entered into the system and
to file the records by defendant's name or case number in a
book. It would then only be necessary to post changes to the
paper copy in the book and to update all cases on the typing
system at predetermined intervals, such as monthly, quarterly,
or by term of court. This alternative is definitely less time
consuming when utilizing equipment without a CRT. Cases on
CRT equipment may be quickly updated by displaying the case
on the screen and typing in the update. It is not-necessary
to produce a paper copy.

f. Filing Structure. Case Summary Records are filed in
sequential order by case number. It would be impractical to
record cases in alphabetical order on tapes or diskettes be-
cause large gaps would have to be allowed in the file to ac-
comodate new cases, thereby unnecessarily increasing the
number of storage media required for the system. A cross-
reference index file must therefore be maintained by defendant
name for rapid location and retrieval of case records. A
cross~reference index file must also be maintained by witness
name (see section 2 below). These indexes will enable a clerk
to answer inquiries from witnesses concerning the status of
a case, and to readily locate a defendant's Case Summary Rec-

“ord when only the name is provided. 'As cases are closed, a

paper copy of the record is printed out and filed by the de-
fendant's true name for future reference. This file becomes
the -defendant's criminal history record. 1In addition, the
cross-reference-records of the witness and defendant names
should be deleted from the file when the case is disposed of.
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2. Cross~Reference Records

a. Description and Purpose. Five types of cross-
reference records may be used in conjunction with the Case
Summary Record described above:

. Defendant Name File: A defendant name file is main-
Tained to facilitate location and retrieval of case
records, since cases are entered on the tape or
diskette in case number order.

. Calendar File by Date:  This file records the date of
the next upcoming court event, the name of the event,
and the defendant's name and case number. This rec-
ord is used to keep track of what cases are scheduled
for which events on what days. Using the file, infor-
mation is extracted from the calendar section of the
Case Summary Record to produce various court event
calendars.

. Witness Name File: This file records the name of a
witness, the case number, and the defendant's name.
The file is alphabetical by witness name and is used
to answer routine inquiries on case status which may
be made by witnesses. This record permits a lawyer
or paralegal to look up the witness name in the file,
obtain the case number, and then refer to the Case
Summary Record.

. Judge File (Optional): The first of two optional
files 1s a judge file containing the name of the judge
assigned to the case, case number, a list of all open
charges, and the next court event date. This file,
which is alphabetical in judge name order, enables a
paralegal or lawyer to identify cases scheduled for
a given event and to prepare a calendar of upcoming
cases by judge, using the calendar section of the
Case Summary Record.

. Prosecutor File (Optional): The second optional
cross—reference record 1s the prosecutor file, which
is similar to the judge file but records prosecutors
assigned to a case. This file not only permits an
office to produce calendars of upcoming cases for
each prosecutor, but also provides the chief prose-
cutor with a record of attorney assignments to cases.

These files may be maintained in a manual system, utiliz-
ing 3 x 5 inch file cards, or on a machine storage med%um for
display on a CRT or for periodic printout on systems without
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CRT. The machine storage medium is recommended because it is
less cumbersome to work with.

If the machine storage medium is used, it is necessary to
know in advance how much of the cross-reference file arranged
alphabetically by names will fit under each letter of the al-
phabet. In this way, adequate space on the recording medium
can be allowed. The simplest file breakdown is by letter of
the alphabet, resulting in 26 breakdowns. However, research
has shown that most last names begin with the letters "S,"
"B," "M," "H," "C," or "W." Therefore, these breakdowns would
require more space, making it extremely difficult to establish
the number of pages required for each file breakdown. To elim-
inate this problem, alphabet divisions of 60, 100,.150 and )
200 are listed in Appendix H. Typically, it is advisable to
use one page of a recording medium for each file division.

The table in Exhibit 50 will provide a quick reference of the
number of recording media required to maintain the file.

b. Updating and Disposing of Cross—Reference Records.
All cross-reference records are updated at the same time the
Case Summary Record is updated, utilizing the same source doc-
uments described in section D.2.1l.c. of this chapter. As a
case is disposed of, all cross-reference records should be
deleted from the file. 1If cards are used, they should be re-
moved from the file and destroyed. If the files are recorded
on magnetic storage media, each entry or case that has been
disposed of should be erased.

3. Statistical Report Records

a. Description. A variety of statistical reports may
be produced with a semiautomated PROMIS system, including

" those described in section B.l.b of Chapter IV: the Case

Load Overview Report, the Attorney Case Load Report by Type
of Charge, and the Court Disposition/Sentencing report. Other
types of statistical reports may also be generated if the
chief prosecutor determines they are required. Formats for
these reports are designed to suit the requirements of the
prosecutor's office. Once a report format is selected, it
may be recorded on the text-editing typewriter, with blank
spaces for data to be filled in. Each time a court event
takes place, information about the case, is extracted and
entered into the text-editing typewriter to update the sta-
tistical report.

A statistical report is nothing more than a series of
counts about the same fact or event occurring in different

cases. For example, a disposition report may cover 15 cases

disposed of during the reporting period; of these, five defen-
dants may havée been found not guilty in jury trials, five were
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Exhibit 50

NUMBER OF STORAGE MEDIA REQUIRED FOR
AN ALPHABETICAL CROSS-~REFERENCE FILE

Type of Madium

Feature Card Cassette Diskette

PAGE CAPACITY 1 30 60
APPROXIMATE NO. OF
NAMES PER PAGE ‘' 50 50 50
: 3 ) N
NO. OF MEDIA REQUIRED
UTILIZING 26 DIVISIONS 26 1 1
NO. OF MEDIA REQUIRED |
UTILIZING 60 DIVISIONS 60 2 1
NO.OF MEDIA REQUIRED
UTILIZING 100 DIVISIONS 100 4, 2
NO. OF MEDIA REQUIRED
UTILIZING 150 DIVISIONS 150 5 3
NO. OF MEDIA REQUIRED ,
UTILIZING 200 DIVISIONS 200 7 4

L'y
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found guilty in nonjury trials and five were nolled. 1In a
report, an event or the reason for it receives a "+1" value
for taking place and a "0" value for not taking place. At
the end of a reporting period, the current totals for all
categories of information called for on the report are pro-
duced by the operator on the text-editing typewriter.

b. Source Documents and Data Entry. The same source
documents that: provide data to the Case Summary Record may
also serve as data sources for the statistical reports. At
the beginning of the reporting period a blank report format,
such as the one shown in Exhibit 19, is printed out. As cases
are processed during the reporting period, the appropriate
facts are extracted and posted to the statistical report. If
a text-editing typewriter featuring a CRT is utilized, the re-
port format is shown on the CRT and updated each time an ac-
tion takes place in a case that affects the report. This is
a simple action on the CRT, 'since counts need only be changed
on the screen. A paper copy of the report is not needed until
the end of the reporting period. 1If a text-editing typewriter
without a CRT is utilized, the format for the report is re-
corded on a cassette card or diskette and printed out in blank
format. The blank copy is then constantly annotated with sta-
tistical data during the reporting period. The final counts
are entered on the storage medium at the end of the period
and a final copy of the report is produced.

E. Additional Uses of Text-Editing
Typewrilters in a Prosecutor's Office

In addition to maintaining a semiautomated PROMIS, text~-
editing typewriters can serve a number of other purposes. It
is important that a prosecutor understand all of the tasks
that an automatic typing system can perform, in order to re-
duce time spent by both attorneys and secretarial/clerical
personnel in the preparation of case processing paperwork.
Specific applications are discussed in the following para-
graphs.

1. Witness Correspondence

One of the most important functions of any prosecutor's
office is to maintain good relations with withesses. To do
this job effectively, it is necessary to correspond periodi-
cally with witnesses to advise them of upcoming court appear-
ance dates, reasons for continuances, and notification of
case status changes, such as reasons for dismissals or nolles.
Such communication makes a witness feel that he has made a
significant contribution toward law enforcement and has done
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his civic duty. Appendix F contains examples of letters
mailed out to witnesses under different circumstances. The
letters could be recorded on a magnetic storage medium and
produced for witnesses whenever necessary.

2. Notices to Defendants or Deferse Attorneys

In many Jjurisdictions, the vrosecutor's office notifies
defendants and defense attorneys of upcoming court events such
as arraignments and initial trial dates. In some instances,
plea bargains are also furnished to defense counsel in writ-
ing. These types of notices could be recorded on a text-
editing system, with spaces allowed for variable information
such as names, addresses, court dates, and charges.

3. Instructions

It is often the job of the prosecutor's office to submit
proposed copies of instructions to the jury and to the court
for *approval. * These instructions often vary from case to
case, depending upon the type of charge, evidence presernted
and other factors. Some instructions are applicable to 4if-
ferent types of cases. Therefore, all these instructions
would be recorded on the typing system and only those required
for a specific type of case printed, as necessary.

4, Motions

A great deal of a prosecutor's time is spent in drafting-
motions for presentations to the court. The same type of
motion is often filed in several different cases. Therefore,
a standard text with spaces allowed for variable information
could be stored on a recording medium for printout whenever
necessary.

5. Charging Instruments

All types of charging instruments used by the courts and
the prosecutor's office, including warrants, informations,
complaints, and indictments, frequently contain identical word-
ing with regard to specific charges. The text for these
charges could be recorded on the typing system to be entered
on the appropriate instrument whenever required.

6. AEEealg

Many hours are spent drafting appeals, including writing
and rewriting briefs. It is a great time-saver to secretarial
personnel to be able to record a brief on a text-editing typing
system. Then each change made to the original draft can be
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gntered onte the recording medium and a revised copy produced
in a fraction of the time that would have been reguired if
the document had been completely retyped.

7. Trial Transcripts

Text-editing equipment is ideal for preparing transcribed
recordings of courtroom proceedings. The tape recording can
be played back and an original typed version recorded onto
a magnetic storage medium. The text could then be edited,
corrections made, and a final copy prepared without completely
retyping the entire transcript manually.

8. Other Repetitive or Frequently Edited
Case Documentation or Reports

Any gtheg typgs of documents prepared by the prosecu-
tor's office in which repetitive wording is used extensively

~on any items requiring periodic updates, such as reports, may

also be candidates for preparation on a text-editing typewriter.
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VI. USE OF PARALEGALS IN A PROSECUTOR'S OFFICE

A. Benefits of Employing Paralegals

Private law offices were among the first to recognize
the benefits that can be realized by employing paralegals
(legal paraprofessionals) to provide support for attorneys.
Only a few prosecutors, however, are taking advantage of
this opportunity to provide a measure of relief to assis-
tants and expedite the work of their offices. Today's typi-
cal prosecutor is not only overtaxed by increases in case
load and the amount of legal work involved in processing
cases, but must deal with myriad administrative tasks,

"which, like the legal aspects of the work, dre becoming

more and more complex.

Although the prosecutor's legal expertise and attention
to legal detail are the paramount considerations in the
prosecutive process, it is an undeniable fact that cases
can be lost, and sometimes are, because of an oversight or
lack of knowledge or full understanding of the administrative
aspects of case processing. At the same time, secretarial and
¢lerical personnel cannot normally be expected to have the
requisite knowledge and competence in the intermediate aspects
of case processing--the tasks and responsibilities- that are
more than clerical but are not primarily legal. The most
practical way to fill this gap is to employ skilled paralegals.

The major benefits of using paralegals in & prosecutor's
office are as follows:

. Liberation of a significant amount of attorney
time for purely legal tasks;

. Improved quality and reliability in the conduct
of administrative responsibilities, since para-
legals will perform these tasks more meticulously
than attorneys whose training and interests lie
elsewhere;

. Improved continuity and uniformity in the ad-
ministrative processes and case documentation
to compénsate for attorney turnover and rota-
tion;

. Reduction of attorney time and work interrup-
tions. caused by telephone calls;
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. Improved communications and relations with the
court, police, and other agencies within the
criminal justice system by reason of the para-
legal's constant availability and increased
attention to théese matters; and

. Improved witness cooperation and relations by
reason of better communications, closer case
monitoring, and more personalized treatment.

B. = Possible Responsibilities and Tasks That Could
Be Delegated to Paralegals

Throughout this handbook, particular attention has been
given to the possible use of paralegals to meet the prose-
cutor's need for improved support. One objective of Chap-
ter II, Planning and Conducting the PROMIS Implementation
Study, was to identify the present responsibilities and tasks
that could be delegated to paralegals. In developing the
conceptual and operational details of a manual or semiauto-
mated PROMIS system (Chapters IV and V), special attention
was given to designing the procedures and forms so that para-
legals can be utilized to relieve the prosecutor of a major
portion of the administrative tasks, if desired.

Many of the responsibilities and tasks described below
are presently being carried out by paralegals employed by
prosecutors, private law firms and other attorney groups.
Others represent new respensibilities and duties made possible
by the special design considerations of the PROMIS system.
Further, some of the activities may be altogether new, rot
because they are presently not needed or worthwhile, but sim-
ply because the prosecuting attorneys do not have the time
to undertake them, and the responsibilities and tasks exceed
the normal capability of the secretarial and clerical staff.

It should also be noted that the list which follows com-
prises the typical responsibilities and tasks within a pros-
ecutor's . office. However, most prosecutors also have a
conglomeration of supernumerary responsibilities that were
inherited from their predecessors, or that have been assigned
to the office somewhat arbitrarily because there was some re-
mote relationship to the prosecutor's responsibilities or
there was no other agency to which they could be assigned.
Consequently, the prosecutor should also give special consid-
eration to thesge "supernumerary" responsibilities 'when perus-
ing the following list, since it is quite likely that most
of the actual work involved could be assumed by paralegals.
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1. Case_Screening and Intake:

a. Checks for presence and proper completion of forms
submitted by law enforcement agencies and initiates action,
if necessary, to correct deficiencies.

3
b. Checks to determine if there are any pending cases
or outstanding warrants against the accused and whether the
accused has a previous criminal reqord, initiating action to
obtain the records, as approprlate.

c. Assembles documents needed to process case at ini-
tial stage and enters identifying data and other information,
except that which is based on the attorney's determination.
This includes, but is not limited te, the following records:

. Case Progress Docket (Parts I, II and III
through police charges)

PROMIS Crime Analysis Scoresheet (all, includ-
ing computing scores)

. Witness Record Card/Subpoena (all except item 6)
. Police Intake Worksheet (pa§e identification)

. Case jacket (labely 3

. Calendar Card (case identifipeiion data)

. Witness Informaticn/Appearance or Attendance
Card (case identification)-

. Information, indictments, warrants, or com-
plaints (case identification)

. Orders (case identification)

d. Contacts other interested partles such as pro-
bation officer, clerk of the court,’and public defender
when it is necessary to put them on notlce or secure in-
formation from them.

e. Assists in interviewing witnesses, taking state-
ments, providing 1nformat10n about thelr role, and answering
guestions.

£. Screens case to determine possible potential for en-
rollment of accused in a pretrial diversion (rehabilitation)
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program, obtains and partially completes any necessary forms,
such as Pretrial Diversion Screening and Enrollment Report
(Exhibit 36), and secuges any additional data required.

g. Conducts initial interview of citizens who visit
the prosecutor's office to discuss problems and seek advice.
If matter is clearly not within the jurisdiction of the
prosecutor's office, refers citizen to the proper office,
completing the arrangements therefor, if appropriate, and
providing any other information or advice that might be help-
ful to the citizen in re%olv1ng the problem. If the matter
is possibly ‘within the purv1ew of the prosecutor's office,
completes Report of Citizen's Complaint (Exhibit 37) or pre-
pares other summary statement for perusal by the prosecutor,
who determines whether légal action is in order.

In order to perform this function with the utmost effi-
ciency, the paralegal $hould obtain complete information on
the public and private social agencies and others to whom
the citizen can turn for help, since it is assumed that no
prosecutor would want to turn a citizen away without render-
ing assistance of some sort.

h. Assists prosecutor in other possible ways in the
case screening and intake stage, including case scheduling
and responding to telephone and personal induiries from
relatives and friends of the accused and the-complainant,
defense counsel, bondsman, officials of the court, police
officers, jailor, etc.

2. Case Preparatiop’ and Monitoring

a. Prepares evideﬁ%iafy lists and assists in construct-
ing evidentiary chains of cuétody and gathering evidence,
possibly including accompanylng police officers on field in-
vestigations. i

’, ¥
b. Assists in preparing cases for grand jury, motion
hearings, trials and,other'court events.
4
. C. Monitors cases to assure that timely dction is taken,
advising prosecutor well in advance of those matters requiring
personal attention.

d. Prepares or assists in preparlng (drafting) of forms
and form-like documents to be presented in court or delivered

to other parties including the defendant, defense counsel,
law enforcement agen01es,'3a110rs, etc.
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e, Processes routine discovery requests.

£. Monitors pretfial diversion (rehabilita@ion) cases
to assure that accused is complying with the requirements.

g. Monitors cases involving mental incompetency to as-
sure that no oversights or errors occur.

h. Screens incoming mail and prepares repl%es or takes
other appropriate action in routine matters, gnd 1@medlately
notifies the prosecutor of those items requiring his personal
attention or those of interest or concern to him.

i. Prepares or assists in preparing (draft@ng) routine
correspondence originated by the prosecutor's office.

. Keeps prosecutor informed of any problem situations

and possibly assists in other ways in case preparation and
monitoring.,

3. Witness Management

a. Dispatches subpoenas, follows through to make sure
that they have been served, and initiates action to locate
witness when a subpoena is returned unserved. (If %nsuffl—
cient time remains for serving subpoena, contacts witness by
telephone or through police channels.)

b. Maintains personal contact with witnessgs in.the more
important cases or in situations where problems with witness
cooperation appear likely.

C. Answers routine questions asked by witnegses; as§ists
in "persuasive counseling" of reluctant and recalcitrant wit-
nesses; counsels them as otherwise necessary and appropriate;
and assists in resolving their problems.

d. Arranges for witness interviews or conferences.

e. Arranges for security protection of key witpesses
in homicide and other cases where the safety of the wiltness
may be in Jjeopardy.

f. Arranges for transportation of handicappgd witnesses
and others who need assistance in getting from their home: to
the courtroom.

g. Monitors cases where witness is on standby subpoena,

and initiates action to notify witness immediately when it
is time for him to appear.
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h. Notifies witnesses immediately when it becomes evi-
dent that they will not be required to appear due to guilty
or nolo contendere pleas, dismissals, nolle prosequi, disap-
pearance of the defendant, court continuances (postponements),
etc. :

i. Negotiates or assists in negotiating court continu-
ances (postponements) regquested between court events by the
court, defense counsel, witness, or prosecutor; notifies all
parties of new date; and takes any action necessary to change
court calendar control records.

j. Takes any special actions necessary in connection with
issuing subpoénas and arranging for appearance and accommoda-
tions for out-of-state witnesses.

k.- On day of court event, checks to make sure that wit-
nesses are present, greets witnesses, and maintains close con-
tact with them until they are excused. '

1. Maintains witness appearance or attendance records and
any others needed for payment or reimbursement of witnesses,
where applicable, and completes any paperwork required of the
prosecutor's office in authorizing payment of the fees.

m. Prepares "thank you" letters for those witnesses who

appeared, as well as those who were willing to serve but were
not needed. :

nN. Keeps prosecutor informed in advance of any problems
observed in connection with witness appearance or testimony.

4, Case Calendaring

a. Maintains the prosecutor's court calendar control
record.
b. If the prosecutor's office is responsible for prep-

aration of the official court calendars, or supplying infor-
mation used for issuance of the calendars, takes all action
necessary to assure fulfillment of the prosecutor's obliga-
tions.

c. Verifies prosecutor's records of upcoming court events
against those maintained by the court and reconciles any
discrepancies.

d. If the prosecutor's office is responsible for notify-
ing defense counsel, bondsman, jailor or others of court
event, checks to make sure that this is being properly handled

by secretarial or clerical personnel. , -

i
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e. Prepares any tentative l4-day, 5~day, or other pre-
liminary calendar used by the prosecutor and assistant prose-
cutors in preparing cases for trial, p;anning, and case
management. )

5. Courtroom Assistance

a. Assembles and reviews all records and other items
required for the court event.

b. Prepares or assists in preparing (drafting) docu=
ments to be presented in court, e.g., iqdictments, com-
plaints, informations, orders, instguctlons to the jury,
responses to motions, nolle prosequi.

c. Prepares or assists in processing of jury lists..
d. Documents or assists in documenting court events.

N e. Serves as the prosecutor's "troubleshogter" or
backup by assisting in emergency situationsn. While the _
prosecutor is before the bench or concentrating on preparing
the case, the paralegal can be working quietly behind the
scenes to make telephone calls, search for missing records
or evidence, obtain additional witnesses or evidence, answer

inquiries, etc.
6. Liaison

a. Maintains liaison with the court, public defender,
law enforcement agencies, correctional institutions, and .
parole and probation cffices in the development and coordi-
nation of administrative procedures and forms,

b. Serves as the point of contact in the prosecutor's
office for resolving administrative problems, responding to
emergencies, and assisting officials from other agencies
when the prosecutor is not available.

C. Where there are several assistant prosecutors, inves-

tigators or other professional employees in the prosecutor's
office, provides internal liaison and coordination support.

7. Record Keeping and Case Documentation

a. Maintains or monitors maintenance of Case Progress
Dockets, calendar records, and witness records.

‘b.  Records or monitors recording of court transactions.
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C. Records or monitors recording of transactions which
occur between court events and outside the courtroom.

d. Reviews case jackets to ensure that all documents
have been properly processed or acted upon and copies dis-
tributed.

8. Preparatioh of Reports and Statistics

A paralegal might also be the logical person to compile
and prepare operational reports and develop the statistics
needed for research purposes, or to administer these activi-~
ties. Chapter III provides suggestions as to the types of
reports and statistics that might be prepared from:the records

" maintained in the PROMIS system, while Chapters IV and-V cover

recommended procedures for compiling or extracting the data
and formatting it for presentation to the prosecutor and the
members of the legal staff. Following is a summary of the
typical reports and statistics involved:

a. Case status reports, including those covering all
pending cases; all cases pending at a specific date; all
cases pending at a specific stage for over a given number of
days; and all fugitive and outstanding warrant cases.

b. Work load and forecasting data, including number of
cases considered, charged, rejected, and charges reduced at
case intake; number of cases bound over,.dismissed or aborted
at preliminary or pretrial hearing; number of cases consid- .
ered, indicted, rejected, or charges reduced by grand jury;
number of motions considered, approved and dismissed; number
of cases tried and verdicts; number of cases disposed of by
guilty plea, nolo contendere, dismissal, or nolle prosequi;
number of pending cases at various stages; number of pending
cases assigned each assistant prosecutor and number processed
by each during any given period; and number of subpoenas is-
sued, case continuances (postponements), and warrants or
summonses issued. ‘

: c. Statistics compiled for such purposes as determining
whether defendants with comparable criminal histories and
charges are given equal treatment; percent of police arrest
charges rejected and modified by the prosecutor and the rea-
sons therefor; principal reasons for nolle prosequi and dis-
missal; effect of time period between arrest and trial or

case disposition; effect of curtailing or modifying plea
bargaining; patterns and trends in criminal behavior; and
effectiveness of pretrial diversion (rehabilitation and cor-
rectional programs) with respect to recidivism. ‘
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c. Administering a Paralegal Progam

It is essential that particular attention be given to
determining the precise respon51b111t1es and duties of the
paralegals, their selection, instruction, and training.
These are responsibilities that must be assumed by the
prosecutor manager or a senior member of the staff.

The materlal presented in this chapter should prov1de
sufficient guidelines and ideas for determining the precise
responsibilities and duties to be assigned to the paralegal.

It would be advisable to phase in the work grddually, however,
making sure that the paralegal becomes proficient in each
area before assuming additional responsibilities and duties.

The matter of selecting the paralegal will be governed
partly by the types of persons available. While many colleges
offer. courses for paralegals, the type of training received
may not be particularly beneficial for persons working in a
prosecutor'svoffice. Most of the paralegal's expertise must
be acquired through on-the-job training and experience,

Among the most important attributes of a paralegal are above-
average intelligence, a quick mind and rapid learning capac-
ity, industriousness, dependability, initiative, ability to
get along well with others, and ability to carry out respon-

- sibilities with a minimum of supervision. Appendix I, which

includes examples of job standards and gqualifications for
paralegals employed by the Federal Government, should prove
helpful in developing guidelines for local application.

1. Guidelines for the Paralegal

Ideally, detailed written instructions should be devel-
oped for the paralegals. However, it is realized that most
prosecutors would not have the time to do this. Therefore,
the following represent the minimum written guidelines that
should be developed for each different paralegal position:

. A position description coverlng the general respon-
sibilities and duties;

. A checklist of the specific actions to be taken
each day;

. A checklist of the specific, continuing actions
and responsibilities in connection with each case;

. A list of the tasks the paralegal is not to do

(i.e., those reserved for the attorneys and secre-
tarial and clerical personnel);
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. A list of the common problems that arise and
how to dispose of them;

. General information about the statutes, codes,
rules and procedures pertinent to the position
and a list of the reference tools the paralegal
should use in learning the job and chrylng out
responsibilities.

2. Guidelines for the Attorney Staff

It is to be expected that unless special attention is
given the matter, paralegals may be assigned duties other
than those intended, and that this situation will grow worse
with the passage of time. Therefore, the prosecutor ﬁay‘not
realize the full potential of the paralegw. position, and the
paralegal may become disillusioned and disgruntled with the
job. To minimize these risks, it is recommended that the fol-
lowing guidelines be prepared for attorney staff:

. Basic rules on how the attorneys are to use
the capabilities of the paralegal.

. A list of those responsibilities and duties the
attorney -will no longer perform, but instead
will delegate to the paralegal.

. A list of those responsibilities-and duties
which either the attorney or the paralegal can
perform, at the option of the attorney. (The
attorney should be careful to make sure that
there is complete agreement and understand-
ing between himself and the paralegal in these
matters.)

. A list of those responsibilities and duties which
the paralegal is not to perform, including those
which only the attorney can perform and those
which are to be done by secretarial or clerical
personnel.

One of the problems frequently faced by the paralegal is
that of having more than one boss. Therefore, it is neces-
sary to determine in advance: first, who will be responsible
for general supervision in such matters as hours of duty,
time and attendance, and work assignments; and second, which
members of the staff will be responsible for technical super-
vision and training. These arrangements should be made clear
to the staff and the paralegal from the outset; otherwise,
there is likely to be a great deal of confusion caused by
conflicting, inconsistent instructions. Finally, it is
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suggested that if more than one type of paralegal position is
established, the incumbents be rotated to assure adequate
backup for each position, to give the paralegals a better
understanding of the work of the office and thus become

more knowledgeable, useful employees, and to make their

jobs more interesting and challenging. :

By
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EXAMPLES OF FLOWCHARTING METHODS

How are Flowcharts.Prepared?

Florida State Courts System: Typical
Workflow - Civil Cases =~ Circuit and
County Courts

Checklist for Layout Flow Charts

Prosecutorial System of the DC
Superior Court

Case Jacket Flow
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How are flowcharts prepared

Only ¢ few basic rules are involved in preparing flowcharts:

TITLE The chart should be heuded with a title that clearly states the name of the unit being
surveyed and the process under investigation. The columnar headings of the chart
should show the office or work unit mvolved

SYMBOL IDENTIFICATION Don't force the reader to guess gt the meanings of any symbol

Show inside of them what they represent.

ACCURACY A flowchart should show exactly how a job is done or how it is proposed to he
done. It isthe analyst's duty to picturs the work exactly as he sees it - or
proposes it - based on careful observation and analysis.

BREVITY Don’t worry about rules of grammar. Just make certain that explanations are bnef

clear, and to the point. Use the explanations to make understandable the procedural
steps covered by the symbols,

ELIMINATE BACKTRACKING Have continuous flow. |f o document flows back to an office

later in the procedure, moke o new column on the chart for
that step.

ELIMINATE MINUTIAE Don't go into elaborate details unless they are vital to your

explanations.

C 4
Py ————p . To Office A

|
-————% To Office B

Copy 3

Example: 1f a form is prepared
Copy 2 \ in five parts, but only one part
' is processed by the office being
. surveyed, show distribution of
Copy 1 To Office C oli parts, but give details only
: ‘ for the pertinent copy.

Form 00
Receipt

ltems 1 thmugh 5
entered in log. ———,




B

2
5.
£
i

Use your template to

Construction
of form sets

Number and
distribution
of copies

Volume
of papers

Three-

dimensional
objects

To highlight
improved
practices

~& Perforate

Perforate

illustrate:

=

issue Pink |
Qffset Moster

Perfordte

File
-2 Treasury

Finance

GAQ

(~TebCard 31s
f Tissue 2 ||y
Form Y B
l Tissue 1
' Region Copy
File Copy
Form XYZ
\‘V-?:'kly Cost Request for
Finonce ﬁ:inn:burse-
C\”/ -
10,000 per
month
Form A Form A
L.eave {.eave Reques?
Roguest 10,000 month
FILE .
Package File Folder
of :
Envelope  [] Ewn:,';?ggé 0

ek A e
A o e
[ DR
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Where do you start

STEP ONE
GATHER THE FACTS

*

First you must gather data for your flowchart, Write down, step by step, every operation

involved in the procedures in question. Where possible, obtain statistical dota such as time
required to process, number of transactions processed daily, weekly, ete., number of persons
performing identical tasks, number of edits, etc.

Talk to people, By discussing a situation with others you win their confidence. They are more
cooperative and they often contribute ideas for improvements.

STEP TWQO
ANALYZE THE FACTS

¥

"

After you have the procedures roughed out draft a preliminary flowchart. There will be some
areas which can obviously be improved. Duplicated efforts, bottlenecks, too many reviews,
averlapping duties, unnecessary worksteps, etc., are often revealed when you can vtsuohze the
procedures shown on the preliminary flowcharss.

EXAMPLE OF PINPOINTING AREAS

FOR IMPROVEMENT

Ask yourselt CWHY! to every operation shown, (See next page for checklist of questions which

will help you.)

SIMPLIFIED FLOWCHARTING - Lo o o
1 o Sabspstemt \ - SYSIEM iLkeck Or
TTLE Byster of S38en' pROCESSING RECEIPTS « XYZ OFFICE ] PRESENT [ PRCPOSED
OIFICE 08 WOPK UMy o FILE CLERK RECORDER CENTRAL FILE
l_.______ ] Fom il ‘ \ }
Form 1l : | To File Form 11 Form 1
Receipt b2 To Fil
o e
_J Copy 2 Loy
Copy ) Copy 1
Originial .
‘L
To Public
A 4 A
Money received from the public for parking Fiest copy used fo
oftenses requite typist to prepore Fomm: i tronseribe data to log,
"*Receipt’. Fount has 3 parts, originel Copy filed in Farworded fo ceéntral Copy fil ed.
given to public. . office file.
5,000 per onnum = 3 minutes fo type 1 minute fa file, 5 minutes to moke entry, 1 minute 1o file,
— L_I*““ ¢ ANRLCS[S! W ==
SYMBOLS USED ANIALLY PREPERED LOCUVNT i ’ 1A3- CARD e !
B RRLITON OF SLOW r__'l UTDWATIC MIZHINE PHEPARED DOCLMENT ;3 PAPER TAPE § : /"/"Z;
------ P ATEOMATE 43K ELES ANY MACHINE 0R DEVICE Q) s 1ape ““[55”5 g 6-2- XX
. ]

WHY MAKE 2 COPIES? o
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WHY LOG ENTRY? ==

. WHY DUPLICATE FILE?™




: 'SIMPLIFIED FLOWCHARTING IR
- " YST X

TNE Sy o Sty , LICENSING PROCEDURE R rrcson " ores

OFFICE OF vg&:{‘ggs BRANCH TECHNICAL DIVISION CASHIER'S BRANCH INDEX & SERVICE SECTION CASHIER'S BRANCH i x' \

FROM-APPLICANT c. » “ . ] o)

REMITTANCE o s ﬂ
APPLICATION PO APPROVED copPY m
FORM 1 = APPLICATION 3 APPLICATION}-3 FILE FlLe
FORM | FORM 1 »| ticense L2]
] T i z
1 '™
{ Q.
DISAPPROVED TYPE- <
b — e — - >lapRLICATION B Lae WRITER -
FORM 1 sz
TREASURY o o ﬁ
CHECK 2 DELIQUENCY] 2 DELIQUENCY ou
& +~1 'RECORD f RECORD 1= [ X a @)
<t ] :é
'x_i_, = =] |e ] -
@ ===
x pal;
' (Log record imaintained of —
10. Assigns license no. (Log record maintained o . . .
i { 18.. Files delinquency
) - . YPE license no, and name of licensee.) form by date.

L ‘Receives application form |5. Approves or disapproves WRITER : . in dunli O
and remittance from application and investi- 1L Types licensc in duplicale, {9. Consults {ile 15th of
applicant. gates delinquents. 8. T envelo each month for -

. - Lypes envelope. 12; Signs license with Director's facsimile stamp, delinquent licenses

2. Removes remittance and 6. 1l disapproved, refurns| = s NOTg' see ﬁ
deposits with Treasury application to Cashier's | ¥~ Encloses disapproved 13, Types envelope and inserts license. o
in accordance with their Branch, appiication and re~ delinquency procedure, =3
established procedures. . g::étﬁgf:r}:; etrévelope 14, Files duplicate license by date which is used (D
NOTE: - Do not attempt |7+ I approved, sends applicant, for renewal purposes, 14 ¢
to chart this procedure. application to Index ! : @)

and Service section. 15; Types delinquency form in duplicate,

3. Stamps application ’ 3
“"Received with 16. Sends original and duplicate of delinquency form (i o
remittance” in Jower to Cashier's Branch,
right corner. ; LN

17> Files application alphabetically. \<

4, Sends application to
Technical Division. ‘ ) 12 clerks, G5-4, assigned to this section. &N
4 clerks; GS-4, - {Typing, matching and inserting requires m
agsigned to this : about 30 minutes a case, )
branch, . E

SYMBALS USED: [7] MANUALLY PREPARLD DOCUMENY () w8 cavo l ANALYST Z‘ e 2z
—imeeiis- DIRECTION OF FLOW [T AUTOMATIC MACHINE PREPARED DOCUMENT o) PARCR TAE TR ) = é“{ﬁ
—————— B> ALTERNATE WORK FLOW > ANY MACHINE OR DEVICE () Hag tapE l 4 / / 7 A

SIMPLIFIED FLOWCHARTING BE [/ OF /  PAGES
TITLE (System or Subsysizm! ) LICENSING PROCEDURE SDYS{PE:;S:'?;& Dneén PROPOSED
OFFICE OR WORK-UNIT  ~ TECHNICAL } TECHRICAL ' INDEX & SERVICE
CASHIER'S ‘BRANCH FEisIon CASKIER'S BRANCH BIVISION CASHIER'S BRANCH i SECTION
APPLICANT - - L 2
|DISAPPROVALS : APPROVALS
\ b
REMITTANCE] _ v : '
VEPOSE 3 T
APPLICATION APPLICATION APPLICATION APPLICATION _ [APPLICATION
FORM | | FORM | FORM 1 7| FoRMI File FORM
; :
-4
2 ... STUB __
g
a DELIQUENCY
'; RENEWAL
w
- LICENSE - - ar
FORM 2 RENEWAL [¥~=
|
o2 |
= |78
- i 3
(o)
\-
- J
e o]
~ L Receives application, 5a. Approves or 8a. Sends disapproved 5. Approves applica- | g, Types Form 2, unit set in 4 parts. | 1. Files application
! Form No. 1 with %Bixglgg\{gs application plus tion, Form No. 1 Form
remittance. i ¢ remittance to and returns to 7. Sends license, Form No. 2, Part ’ : 4
and investigates agplicant in window Cashier's Branch. ' '

as necessary. 1, to applicant in window envelope. | 12, Files Renewal

envejope. form by expira-

2. Removes ;emi}tance
and deposits with 6a. If disapproved, 8

A . Sends renewal formy part 2 to tion date.
g'srtiisl?s?ezc;x?orgelgﬁrt:s returns applica- Index and Service Section.
’ " tion to Cashier's
iy . Branch, v 9, Files delinquency forms, parts 3
3. Checks box on applica- 4 diag fil ‘
tion form, "Remittance and 4 in pending file. \
received, ' 10. Sends application, Form No, 1to

lndex and Service section,

o
.

Sends application, |

JFJ"PI‘_U{ I to Technical (Forms are consecutively riumbered
ivision, in process of printing. These

. ‘ ’ numbers secve as license numbers

and are controlled accordingly, )

WIIsAg parosdulj Jo 1eyomol4 jo ajduexy

SYMBOLS DSED: 7] MANUALLY PREPARED DOCUMENT [am ANALYSTS!
~————D DIRECTION OF FLOW (73 AUTOMATIC MACHINE PREPARED DOCUMENT ([ PAPER TAPE =
______ B ALTERNATE WORK FCOW C) ANY MATHINE QR DEACE Q e wee e s ‘% —AX
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Appendix A-2

COUNTY COURTS

FLORIDA STATE COURTS SYSTEM
_TYPICAL WORKFLOW - CIVIL CASES - CIRCUIT AND

ATTORNEY OR INDIVIDUAL

CLERK OF TIHE CIRCUIT/COUNTY,COURT

k¢ CURE CAZES GNLY) AND
PRESEXT TJ CLEAX OP THE COURT.

2. TREPARE CASE FOLDE

ER.
3. PREFARE RECEIPT AND DISTRIBUTE COPIES AS.SHOWN OX RETAIN AND FUNNISH

~CASH PEGISTER RECEIPT.
A, SERYVE DOCUYENTS BY CEPTIPIED/REGISTERED MAIL OR SMERIFP.

S. PREPARE SUDPOEHAS IP WITHESIES ARE TO BE CALLED.

| - l

a

f . “
i : : 1
i | ‘
| H
i PLAINTIFF . N
P l [}
v UEYENDART
NORLIHEET e e —— AL SRR I o . i
e 2. CLATRCO £ “ SUBTOEHA -—_—>- WITHMESS
1700 - y
PLAINT/PETITION . K
| I
PLAINTIFP
| | I
. . ——— n
SESTROY A I ; N
! :
NOTICE ‘ Ry ATTOANEY/IXDIVIDUAL
Y Y : 1
RECETPT | S L)
DEFENCANT .
.
| )
! ----- 000000 snastannine: rul"”" me row:n - .
H J— s -1 ;
i RETAIH
iJ 0 sumdons :
3
l . PILE
CEFELDANT/NENSPAPER PUSLICATION
. 1 . ) \
‘ ' 1. PREPARE CLAIN/COMPLAINT/PETITION; WOTICE/TRIAL MEMORANDUM; AND SUMXORS |
AS REQUIRED. NCTE: ATTORNEYS PREPARE PORMS FOR MANY TYPES OP CASES AND
VSALIVEET (SUMMARY FURSISN COPIES TO PARTIES. LEGEND

o —

1 —

Sumommn, gresseret
o s sy
- T
ettty ST
1 — o e
—
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Appendix A-4
FELONIES
NOLLE or NO PROBABLE CAUSE DISMISSALS ACQUITTALS -
BENCH
B WARRANTSI J ! FMUT“]”SIJ
RELEASE WITHOUT i
BOOKING 9/ vl ) )‘>E 5 |—
CHARGES REJECTED 8| &
RGES PRELIMINARY | GRAND JURY TRIAL =21 S |3
(no papered) § HEARING | INDICTMENT |ARRAIGNMENT =S8 | &
& | Z—
S N4 . M \—/
| & = ) | BUILTY PLEAS
S Z | originaLs  BNORAMUS
. Q\' (3
INTAKE N ) -
| ARRESTS ——»} © =z
g/
G | scaeeninG |, = .
i Sy e, & GUILTY PLEAS
T e \
A5
7
oS & o B
o
CENTER l TRIAL %% SE | SEvTEnCING
{Generally, arrest D=} a
-upon-a warrant) 3! 4'4 ‘T p°
i
NOLLE, BENCH
DIVERSION, - WARRANTS MOTIONS
DISMISSALS.
MENTAL OBSERVATIONS 1 l ACQUITTALS
MISDEMEANORS

PROSECUTORIAL SYSTEM OF THE D.C. SUPERIOR COURT
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Appendix A-5
- Case Jacket Flow

MISDEMITANOR CASES

Intake thyough Arraignment

1
INTAKE/GRAND JURY
(1) Office DA, Pm 102, Bldg. B
(2) Papering AUSA, Rm. 102, Blde. B

(1) Peviewing Asst., Pm. 102, Bldg. B
(5) Line Up Clerk, Bm. 110, Bldg. B

{3) Information Writer, Fm. 102, Bidg.

T

COURT
Control Ctr.
Rm. 104,
Bldg. A~

Bond and
Citation

N3

COURT
Arraignment
CR 17,
Bldg. A

N7

PROMIS_forms_only

¢
N

INTAKE/ZGRAND GURY
Reviewing Asst.,
Rm. 102, Rldg. B I

ADHINISTPATIVE
PROMIS Tnput
Rm. 112, Bldg. B

/s
MISDEMEANCGR TRIAL
Spec. Litigation (V')
Rm. 118, Blde. B

\/6
\.
ADMINISTRATIVE
Control Ctr.
Rm. 112, Blde. B

\/7
MISDEMEANOR TRIAL
Witness Notification
Rri. 110, Blde. B

\I/8
ADMINISTRATIVE
(1) - PROMIS Innut
(2) Control Ctr,
\[/9

NI/ a3

AL/ on

AIMTINTSTRATIVE
Control Ctr. Files
Rm, 112, Blde. B

TTSDETEANR TRTAL
Spec. Litigation ('™MV")

Rm. 118, Rlde, B
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CHART A-1

1. Intake/Grand Jury‘
(1) Office DA

The office "DA" is a legal paraprofessional.

He is the initial intake point for police prosecution reports
(PD 163). Checks for completion of paper work. Schedules
papering interviews in misdemeanors. Makes PROMIS pending case
inquiry and WALES check for outstanding warrants via computer
terminal. Refers felony cases to felony section. Begins pre-
paration of case jacket.

(2) Papering AUSA

Interviews P.0. and witnesses.,

determines charges to be brought, if any.

completes the Processing and Trial Preparation Worksheet
(USAS-2), case jacket (USAS-1) and related forms.

takes all action necessary for case preparation such as
ordering additional investigation, Tine-ups, etc.

(3) Information writers

- Receive the case after preparation by the papering AUSA.

- choose the correct information form or forms according to
the charges selected by the papering AUSA.

- complete the informations and insert in the jacket.

- check the jacket for completeness and arrangement of required
documents.

(4) Reviewing Assistant

- Ensures accountibility for all cases scheduled for arraignment
or presentment. ,

- reviews the case for legal sufficiency of the charging
decision.

- He exercises approval authority in all matters requiring approval
and or filing by the Un1ted States Attorney

(5) Line-up Clerk

- Arranges and schedules line-ups and prepares and files requests
for court orders.

~ files requests for orders for handwriting,. fingerprints and
‘blood analyses, balistics tests, chemical analysis and other
laboratory tests. ,

2. Court

- Police officer takes the case jacket to the Court's numbering
desk where a serialized docket number is assigned.

-196-

Jackets .for cases in which the defendant is in the lock-up are
sent to the criminal Justice Act (CJA) Office where defense
counsel are assigned for indigent defendants.

3. Arraignment Court

U.S. Attorney's case jackets and court case jackets are received
from the court's numbering desk or CJA. The court receives the
Bail Agency report. Defense counsel enters his appearance.

Tne charges are read

Plea entered

Jury trial demanded or waived
Release conditions set

Date set for trial.

PROMIS update coding sheets are prepared for each case by the
paraprofessional assigned to tne courtroom. He also reviews
case jacket entries made by the AUSA for completeness and a
accuracy and resolves inconsistencies.

4. Reviewing Assistant
After'arra1gnment the reviewing assistant accounts for all cases

appearing on the lock-up, citation, bond, and late van lists for that
day. He determines that all cases have been properly handled.

4A. Copies of the Crime Ana1y51s Worksheet for PROMIS, the Police Prose-

cution Report, the Processing and Trial Preparation WOrksheet Witness
worksheet, and the PROMIS update coding sheet are delivered to, tne Data
Entry section for initial entry into PROMIS. Tne material is coded and
entered in machine readable format on magnetic tapes wnich are delivered
tc the Department of Justice for overnight processing.

5. Special Litigation Team ("Major Violators")

A1l cases are reviewed by the chief of tne special litigation team

“for potential special assignment to a team member for pre-trial preparation.

Those selected are prepared through witness interview, documentation and
investigation. Except in rare instances, the members of the team do not try

‘the cases.

6. Control Center

A1l case jackets are delivered to the file control center where‘they
are again accounted for by comparison with the annotated 1ock -up, bond,
and citation lists.

7. Witness Notification Section

Subpoenas are dated and mailed to witnesses.

Subpeonas returned as undeliverable are referred by the witness
notification unit to the Police Liaison cffice.

In short continuances, w1tnesses are notified by te]ephone
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8. Administration
(1) PROMIS Input
After return from the witness Notification Section, the name of
the AUSA in specially assigned ("MV") cases is entered in the
'PROMIS record for each case. ’

(2) Control Center

Cases are sorted into specially assigned and routine categories.

Charge-out cards are prepared for each case. The name of the
AUSA in specially assigned cases are entered on the charge-out

card.
9A. Routine Cases

Those case jackets not specially assigned are filec in the open case
file in court case number sequence.

9B. Special Litigation ("MV")

Cases specially assigned are returned to the Special Litigation Team
where they are kept until tne day of trial. The AUSA specially assigned
takes cognizance of all pre-trial matters.

The charge-out cards are filed in case number sequence in the open
case file. '
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Promotion Appraisal

Appraisal of Employee for Promotion
to Nonsupervisory or First Level
Supervisory Position

Employee Performance Rating and
Assessment Relevant to Promotion
Potential

Promotion Application

Performance Appraisal

Prosecutor's Performance Evalua-
tion

=199~

Page

201

203

205
207

209




T

9 7 9 6 DU 8. COVERNMINT FRILITING OFFICE 1972~ T722-646

Appendix B-1-

PROMOTION APPRAISAL

(Supeevisory and Non-Supervisory Personnel)

B e e P —

APPRAYSAL PLRIOD

FROM 10

NARD OF EMPLOYLE SERILS

AhD GRADE [PQSEYION TITLE

ORGAM1ZATION ODESIGNATION (Service, division, branch, ete.}

CLIY AND STATE

1. Check the oppropriate box below for the cateqory of person

being approised.

2. Do NOT chock focturs which are not applicable 1o the job.

3. Meaninglul distinctions between candidates depend on fair
and objective uppraisals of their perforinance by rating offi-
ciols and critical surveillunce hy the raters' superiors. To
assist both, the cuecs appearing below are defined here:

A. WORK PERFORMANCE - WORK MANAGEMENT

(1Y ALWAYS MTETS - No exceptions - o rarity even n out-

standing employees,

EXCEEDSMOST OF THE TIME - In at least 50% of

cases - exceptional employee,

INSTRUCTIONS

EXCEEDS SOME OF THE TIME - In ot least | of 4

cases - {o be expected {1om some,
(3) MEETS MCST OF THE TIME - In at leaut 50% of cosen

but rarely exceeds ~ close 1o or a bit above overage

employee.

{4} MECTS NOW AND THEN « less than half the time.

B. CHARACTERISTICS - PERSONNEL MANAGEMENT
{1) ALWAYS TRUE - No excepticns - o rarity.

{2) TRUE MOST OF THE TIME - At least 50% of the time
and alwoys true 1n crucial er sagrificant situntions,

{3) TRUE MCST OF THE TIME VHTH PCRTANT EXCrir-

TIONS - At least 50% of the time but nat true in all éru-

cial or significant situations.

{4) TRUE SOME OF TIME - Up to half the time.

(2) MEETS MOST:OF THE TIML - In at least 50% of cases, {5) RARELY OR NEVER TRUE - Self-explonatory.
5| 5oy, 2
[T won- supervisory persanneL wbw L oZEE | RY ] & suPrERVISORY PERsonneL |
’Ggi gum" ?: nwh
‘i‘m" 532“' ny Eg
A. WORK PERFORMANC nSY | pmBF ) gE ) T Ay WQRK MANAGEMENT
(Mceting requirements of job) et | ueRe | Su x (Supervisor's performaonce in his: job)
::_,5 Ik w e z
1. QUAMTITY OF WORK PERFORMED t. QUANTITY OF WORK PRODUCED BY ORRGAN1ZATION
2. QUALITY OF WORK PERFORMED 2, QUALITY OF WORK PRODUCED BY ORGAN|ZAT(ON
)
Xt n
w w =5z w
2 -3 | ™
E g7 |s3z| 22| 82
&
B. CHARACTERISTICS L ] ’.é&‘c,’ :'i' éx Be PERSONNEL MANAGEMENT
FolEv | 8z0) o | 2y
e fuuylts | =2
&3 <
e

4, PRLSENT wiEd KEEDED

t. EFFECTIVE N USE OF WORK FORCE

Lo Del FNMABILITY

b, RLQUIRES MINIMUM SUPER-
YISION

o MEINTAINS GOOD WORK RELATIONS WITH
SUFLRVISOR AND FLLLOW WORKERS

2. EFFECTIVE 4. SUPERIORS
IN
DEAL ING
WiTH b, SUACRDINATES

3. SEEKS. {MPROVEMINT -IN- JOB- METHODS

4. LEARNS QUICKLY = NOW ASS|(FMENTS, IDEAS,
MEIHONS, YECHETOUES, JOB 1FQUIKIMFNTS

3. DEVELOPLENT
- OF

-
.

IDENTLF IS FOR . DECVELOPMENT

SUBORD INATES |u

FROVIDES FUR AMPHGHE LATL
TRAINING

4. FFFECTIVE INDCALING WITH 1B OIS (3 Iips

G. S, EFFECTIVE IN ACMINISTERING { £0 PAJNAMS
‘. 6.
T

AT ING OFFICLAL (Signatute and Dute)

TEPAL SERVECES A MIENT TRAY YOS

(1,8 terverye
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Appendix B-2

APPRAISAL OF EMPLOYEE FOR PROMOTION
TO NONSUPERVISORY OR FIRST LEVEL SUPERVISORY POSITION

NAME OF EMPLOYEE

PRESENT POSITION AND GRADE

| STATION NAME AND LOCATION

INSTRUCTIONS

An employee’s performance in the present position or assignment will be rated only on those
factors that are directly related to the requirements of the position to be filled. The rating
factors checked below represent these requirements, Check the gradation that reflects the
employee’s performance in the identified factors and sign and date the form, Single appraisals
must be reviewed by a higher level supervisor.

RATING FACTOR

PERFORMANCE LEVEL

NOT 0B-
SERVED

O

Amount of work produced.
(Consider the work produced
in relation to requirements
of the position.)

] a
Work output is far below
level expected.

(] ..
Work output is slightly
below level expected..

Oec
Work output meets require-
ments,

I o

Work output exceeds

requirements in most cases.

O e
Work output consistently
exceeds requirements.

e

Oo.

~Acceptability of work.

[ A

Work frequently has to be
redone.

0 8.

Work occasionally must be
redone. :

Jc

Work is generally accepta-
ble.

o

Wortk is of high quality.

O E.
Work is of exceptional
quality.

s

Application to the joband
the extent of supervision
and direction required.

[ a.

Work habits are irregular,
Requires considerable
supervision.

] s.
Get behind schedule unless
closely supervised.

Oec
Completes work with
normal supervision.

] b.
Completes work with
minimal supervision.

1 E.

Consistently completes
assignment with minimal
supervision and seeks out
additional assignments.

O F.

[ a.
Compliance with rules and
approved procedures.

] A.

Disregards rules and proce-
dures so frequently that
disciplinary action is war-
ranted,

[ s.

Occasionally fails to com-
ply and must be reminded
of tesponsibilities,

e
Complies with clearly
defined requirements.

7o

Not only complies with
requirements but makes an
effort to follow their
intent.

] E.
Follows full intent of

rules and procedures and
inspires other to do so.

Or

s

Ability to establish and
maintain effective work
telationships.

A
Gets along fairly well with
Some people but often
antagonizes and irritates
others.

{18

Occasionally ‘creates -prob-
lems through lack of diplo-
macy.

Oc.

Maintains satisfactory
work relationships with
most people.

[ b-

Maintains effective work
relationships with all
types of people.

JE.

Is highly effective in
dealing with all types of
people, eyen in most diffi-
cult situations.

0w

[Js.

Effectiveness of skills and -

. degree of job knowledge.

7 A

Exhibite deficiencies in
essentixi job knowledge.
Depends largely on others,

1 B

Demonstrates mifiimum
knowledge of job, Rarelw
has. ideus for improving
work methods.

e

Has satisfactory knowledge
of job. Recognizes need to
improve work methods.

O o

Has better than average
knowledge of job. Looks
for methods to improve
work.

O E.

Has exceptional knowledge
of job. Independently
solves many of the prob-
lems presented by the job.

OrF.

A

Acceptance of instnictions
and direction.

1 a.

QOften resists instructions
or directions.

|

Occasionally resists
instructions or directions
and supervisory decisions.

e

Normally accepts and fol-
lows supervisory. direction.

1o

When requested, readily
accepis and performs addi~
tional assignments. Works
well as a team member.

[ E.

Recognizes and assumes
additional assigameqts
without being told.
Strongly supports supetvi-
sory authority.

Je.

Rrioe 5-4667

SUPERSEDES. VA FORM 5-4667, MAR 1971,
WHICH WILL NOT BE USED.




Appendix B-3
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ND POSITION TYPE ::OM |
¢ NCE RATING A . SUPERV|SORY
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O PROMO NONSUP |
ELEVANT 3 GRADE
ASSEMENT R rse before comple”ng farm-) 1
(Read Instructions on reve POSITION TITLE |
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- ORGANIZATION (Service, division, branch, etc.) |
: : b ING g
] a ‘ - E D SECTION | - EMPLOYEE PERFORMANCE RAT SAT | SFACTORY
. s
val - e ETING SECTION |
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Appendix B~4

MERIT PROMODTION VACANCY APPLICATION

SECTION | - APPLICATION (Applicant must complete ail biocks in this section.)

1. TITLE AND GRADE OF POSITION APPLIED FOR} 2, GEOGRAPHICAL LOCATIONS IN WHICH YOU WILL ACCEPT 3‘. VACANCY ANNQUNCE -
POSITION (City and State) . MENT NO,

4, NAME OF APPLICANT 5. SERVICE,DIVISION, BRANCH, ETC - IN WHICH YOU WORK [ 6. PRESENT GRADE

FOR PERSONNEL OFFICE USE ONLY
[Tlevicrae [T ineLictle (Roasony {SEC: 111 SENTSEC, 1l SENT

7. DATE YQU RECEIVED 8, NAME OF PRESE
PRECEN U GRESE ESENT SUPERVISOR

9. DATE YOU STARTED WORKING }10. DATE YOU STARTED WOR DATE DATE
FOR PRESENT SUPERVISOR PRESENT POS!RTIONWO KN

11, REMARKS (1f more space {s riceded, use reverse side)

§

12, SIGNATURE 13, DATE OF APPLICATION

SECTION 11 - NOTICE OF ELIGIBILITY DETERMINATION {Applicant will complete 14, 15, and 19 only}
14, TITLE AND GRADE OF ‘POSITION APPLIED FOR 15, VACANCY ANNOUNCEMENT NO.

16, YOUR APPLICATION WAS REVIEWED AND YOU ARE:

(a) D BASICALLY ELIGIBLE, YOU WILL BE FURTHER EVALUATED WITH OTHER CAND!DATwS.
bl E] INEL1GIBLE BECAUSE YOU DID NOT: MEET MINIMUM EDUCATION OR EXPERIENCE REQUIREMENTS
D MEET THE TIME.)N-GRADE REQUIREMENT OTHER

17. [_] THE POSITION WiLL NOT BE
. FILLED AT THIS TIME.

18, DATE OF THIS NOTICE

APPLICANT: TYPE QR PRINT
YOUR NAME AND ADDRESS WITHIN
THE 4 DOTS AT LEFT. INCLUDE
YOUR ZIP CODE. IF YOU USE
YOUR WORK ADDRESS, INCLUDE
YOUR OFFICE MAILING SYMBOL.

SECTION 111 - ACKNOWLEDGMENT OF RECEIPT OF MERIT PROMOTION YACANCY APPLICATION
(Complete 20, 21, and Z4 only.)

TITLE AND GRADE OF POSIT]O‘J APPLIED FOR 21, ANNOUNCEMENT NO.

20

YOUR APPLICATION HAS BEEN RECEIVED 23, DATE OF ACKNOWLEDGMENT

YOU WiLL BE NOTIFIED OF YOUR ELIGIBILITY OR INELIGIBILITY IN THE NEAR FUTURE,

NO VACANCY EXISTS AT THIS TIME. YOUR APPLICATION WiLL BE RETAINED FOR USE p T: TYPE OR PRINT
WHEN' AN APPROPR [ATE VACANCY OCCURS. %ulfilﬁﬁus 'ANE);DDRE.':&? WITHIN
YOU WILL NOT BE CONSIDERED BECAUSE YOU DID NOT SUBMIT YOUR APPLICATION IN TIME.  |THE 4 DOTS AT LEFT. ~INCLUDE
YOUR ZIP CODE. IF YOU USE
YOUR WORK ADDRESS, INCLUDE
YOUR OFFICE MAILING SYMBOL.

O 00%

GENERAL SERVICES ADMINISTRATION i Y U, 5. 0PO1976-0-210-864/150 GSA ‘rorm 2422 . (pev, 2.76)
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Appendix B-5

PERFORMANCE . APPRAISAL Date of Rating

Name, of Fmployee Division or Office “Unit

Title of Present Position Grade Series

Periocd Covered Reason for Evaluation (Probationary, Annual or Short Term)

PROMOTION EVALUATION

This form 1s to be used to appralse the employee's actual Eerformance for the rating
period as measured against established requirements. "Average," "Below Average-
Acceptable," and "Above AVerage" levels will be considered as "Satisfactory" for
performance appraisal purposés. For factors which are not applicable, or where

the rating official has insufficient evidence on which to rate the factor, the
"Don't Know" level will be checked and explained under Comment.

INSTRUCTIONS:

1. Consider each factor separately and 5. For supervisory jobs also use
independently of all others. (See factors 13-18 as applic§b1e.
attached) 6. Circie the number of the ap-

2. Don't let your rating on one factor plicable factors whigh you
influence your ratings on the other feel are most significant for
factors. An employee may be rated the job, if applicable.
low on one factor and high on 7. Rating Levels:
another. 1-Outstanding

3. Don't allow one recent atypical in- 2-Above Average
cident to unduly influence the com- 3-Average
plete picture. 4-Below Average-Acceptabie

4. If factor is not avplicable to the S-Unsatisfactory
job being evaluated, 4o not use it. 6-Don't Know

*Explanation of Factors and Rating Levels Attached.

1]2]3]4]5]6 ] 1]2[3]4[5]¢]

GENERAL FACTORS E SUPERVISTIRY FACTORS

1. Job Knowledge 13. Employee Relations

2.  Utilization of 14. Employee Recognition
Time and Development

3. Job Attitude 15. Planning .

4. Learning Ability 16. Organizing

5.  Dependability 17. Directing Operations

6. Initiative 18. Controlling Operations

7. Judgment OVERALL FACTORS _

i 19.. . Qverall Performance

B. Oral Fxpression :

o e 20. Promotahility I 1

9. Writing Ability

.CTHER FACTORS
10. - Independence : 21,
11l. Quality of Work 29,
12. Cooperation

‘Signature

ANY NARRATIVE In addition to comments on rating levels a complete evaluation should

COMMENT ON compare performancé with written or unwritten performance standards for
EVALUATION TO the employee's position. If overall rating of the employee is out-

BE MADE IN standing, or unsatisfactory, you should indicate wlat action you have
REVERSE taken or plan to take as a result of such rating. For any comments you

feel ‘are nedessary, use the reverse side.
TASED OfT THE ABOVE EVALUATION 1 HAVE RATED THIS EMPLOVEE:  (Complete if Annual or Probationary
Performance Rating is being made.)

[] satisfactory - [ ] unsatisfactory [[] cutstanding [ | Performance Rating
Postponed
Supervisor *Emplovee Approving Official

Date I o :
*Enployec may make his comments on reverse. Employce. signature does not indicate his
concurrence in the rating but only his acknowledgement that his supervisor discussed

the rating with him and he received a copy of this appraisal.
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Appendix B-6

PROSECUTOR's PERFORMANCE EVALUATION

a

Name ' Entry on Duty Period Covered by Evaluation

COMMENTS

Performance Factors Excellent Very Goad Adequate Unsatisfactory
A. Supervisory Comments, If Any:

A. Professional Effectiveness
and Judgment

B. ‘Knowledge and Ability

C. . Industriocusness and
Dependability

D. Interest and Initiative

S

1
Subjective Performance Rating: State as briefly or in as much detail,as you feel
1s necessary (using the reverse side i needed) your views as to the guality of
the Assistant's performance, including those areas of greatest strength and in
most need of ‘improvement,; and how the Assistant compares in overall guality of S
: performance with Assistants whom you have supervised during the past year. .

s B. Employee Comments, If Any: i ;
: Courtroom or Performance Observatlon- Indicate date(s) of observation,
. supervisor (s) who observed performance, and comments on quality of performance.
(Use reverse side if necessary.)
i
Counselling Session: Describe the session briefly, noting the date of the
session, the supervisor who conducted it, the strengths and weaknesses of the
Assistant's performance that were discussed, the Assistant's response, the length
; of time the supexvisor 'and the Assistant feel the Assistant should remain in the
. ‘ : . : section (lf the Assistant i1s still there), and the Assistant's desires and the
3 supervisor's recommendation as to which sectl?n the Assistant should next be
- N ‘ transferred. (Use reverse 51de if . necessary
c. Approval Official's Comments, If Any: :

Signed (Chief of Section or Division)

PLEASE RETURN THIS FORM TO LXECUTIVE ‘AUSA BY
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Appendix C

SELECTED REFERENCES

C-1l: High Cost of the Written Word
C-2: Records Management Handbooks

C-3: Walking Time Costs
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> Appendix CG~1

HIGH COST OF THE WRITTEN WORD*

37 OU can talk about the high cost of planting pine trees, drilling wells,
running the copying machine, or spraying sagebrush, and people will
understand you. You'll get through to them; they'll see what you are talk-

ing about and they'll know right off, for a fact, that these things cost a
lot of money. :

But try talking to these same people about the high cost of the written
word and see what happens, They'll nod agreement and be shocked that
words can cost so much. They'll shake their heads and mumble somcthing
about such high cost being “absolutely unbelievable.” But do they really
understand? Do they realize what you're talking about; do they see these
high costs for what they are?

We can't buy words like we buy pine scedlings, or stockwater wells,

- 80 it's as though words have no inherent value and can't be measured in

money or evaluated in terms of costs.

The fact is that in BLM, as in all Government agencics and private in.
dustrics, more people are working at producing words than at anything else.
Producing words is the biggest single work program we have, and, like any
other big work program, it costs hard, cold cash, cash by the hundreds of
thousands of dollars, dollars we wouldn't spend lightly if we were buying
something we could yardstick out, count and weigh, and get a bid on.

Why is it that the most expensive work activity we have, the one that
involves the greatest number of employees, that requires acquired skill and
human understanding, the one on which all other work programs-depend,
is the one that gets the least attention and consideration?

Prof. W. F. Carstens of the Sandia Corporation says that one-fourth of
the most expensive manpower in any organization is devoted to turning out
written words, and when one adds the fact that a high percentage of the
product of all this effort is of poor quality, it is clear samething.ghould be
done about it. '

Using this one-fourth figure and considering salaries alone, we get a
writing cost of 8275,000 a year for our own top echelon. This does not
include the cost of paper, typing, duplicating, mailing, reading, or—more
important—the cost for salaries of others who write and the hundreds who
read.

Now if you add three-fifths of that $275,000, or $165,000, as the cost of
getting the words typed and mailed, you come out with a total of $440,000
for a portion of BLM writing for a single year. We can’t treat costs like
these as though they were insignificant.

For every word you wrile in a letter or a memo, you pay 1.6 cents; for
every 10 words you write, you could buy 16 one-year-old pine seedlings. Or

*Source: Reprinted from "Goobbledygook Has Gotta Go,"

Department of Interior, Bureau of Land
Management.
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for the cost of the 38 million words BLM writers put into memos, letters,
and news releases in 1 year, you could buy 60.8 million pine seedlings,
enough to cover 101,000 acres with 600 trees per acre. Or you could spray
+204,000 acres at $2.50 an acre, or plow and reseed 60,800 acres of range
land at 810 per acre. .
Do these costs sound like words come cheap, as though they were a minor
itern in the annual budget?
Here's the way we figured our costs on an aversge 250-word BLM memo
or letter:
Writer's costs:
(1) 15 minutes—preparation time, researching, thinking, etc.;
(2) 15 minutes—dictating time, proofing, signing, eto.; ’
Total: 30 minutes at 85 per hour (middle of Grade 11) ... * $2.50
Secretary's costs:
(1) 10 minutes—dictating time;
(2) 20 minutes—transcribing, proofing, folding, etc.;
Total: 30 minutes at $3 per hour (top of Grade §)-nereaen 81.50
“Total cost of memo or Jetero oo oo oo -~ 34.00

Now let’s see how we arrived at the total of 152,000 letters and memos
written in the Bureau in 1 year:

BLM letters-memos for 1 year at average cost of $4 per letter-memo

Total Average per | Total cost | Total cost
Office(s) 1 year week per | for office(s) | to buresw
) office(s)
Washi v e . 142,000 807 $168,000 |...........:
ll.ét:?ft:i%cu ........... B 58, 000 1102 232,000 1. ioqaacenses
66 District offices. ......... 52, 000 116 208,000 |.....0evnnnn
Total.............i. 3152, 000 925 €08, 000 §608, 000

} This 42,000 figure is an estimate by the Washingion office.

3 Each. .

’ Tlllia 152,000 total does not include the letters that pour out of land oﬁ'xcela nnd‘
service centers by the thousands each month; nor does jt include thg bund‘uk;:
special reports, studics, and publications prepared yearly by BLM. The 102 w:;:1 y
average for each State is no Soubt low, an some Statea probably put out two or tﬁ_l‘ec
times that many each week. And f‘he‘lﬁ‘-‘;nch weekly average {%r dlatn::.o ;::,‘

I bably is low, as some of the bigger districts may put out 16 or mo Y.
* ?'IPI:: §60§.600?i1 should be remcmbircd. represents on{)y a small part of 1be to1al
cost BLM pays for the written word each year.: :

* Actually, this $2.50 writing cost is low for an average 250-word memo or Jetter, if
it is to be readably well done. Tests and checks in our own office show that for 83
writer to start off cold on a 250-word memo, he probably needs (and takes) 60 10 p
minutes, or even more. This is especially true of -memos that have'to be . read lni‘
understood by a number of people on the receiving end. Moreover, !h}: $250 ﬁg\u‘e
unrealistic in that it does not permit any time for rough drafting, editing, or rewntng
time which most readable memos demand, need, and -ometimcs get .
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The thing to remember here is that this $608,000, which for conveniences
we'll round off at $600,000, does not include reading and translating costs
at the other end, where word-costs skyrocket. One thing is certain:
$600,000 is not peanuts, is a big budget item, does deserve careful attention
and scrutiny.

And here are a few national statistics: Writing-cost analyst Richard
Morris figures that 15 percent of all letters and mcmos are fog-induced,
are merely requests for clarification of a previous letter or memo. This
would mean that in the year under review, 15 percent of 152,000' letters
and memos, or 22,800, which means 5,700,000 words costing  $91,200

_ were wasted and unnecessary, were written solely because of and in answer

to fog. That’s nearly $100,000 down the drain, plus the cost of wasted
time and energy in reading, plus the cost of confusion in trying to translate
and in writing for clarification.

Another waste-factor in BLM writing is the “no-need-for” letters and
memos, those which shouldn’t have been written in the first place. There
is no exact way of knowing what percentage of the total these make up,
but our own records for 6 months show a 6-percent figure; 6 out of every
100 letters and memos were “no-need-fors.” This 6-percent figure is
lower by several percentage points than many BLM readers think it should
be. If we use this figure, and we, too, suspect it is far too low, then a total
of 9,120 memos and letters were wasted, or 1,365,000 words at a cost of
$36.480.

Now if we add the fog-induced memos and the no-need-for memos, we
get a total of 31,020 wasted copies, 7,980,000 words costing $127,680.
Which also doesn’t come under the heading of peanuts, nor in the category
of small budget items.

- Nor are we finished with these waste-cost figures. It’s commonly ac-
cepted that business writing is twice as wordy as necessary and that gov-
ernment writing is wordier than business writing.  This doesn’t mean that
writing costs are double for a double-length memo or letter, but it does
mean that BLM writers produced 38 million words in memos and letters
in 1 year, when 19 million would have been enough. So if BLM letters
and memos had been put in simple, direct English during the year under
review, the Bureau would have saved $304,000! Added to the costa of
no-need-for and fog-induced memos, this totals $431,680. ’

That’s only one side of the word-cost coin, the writing side, where costs
are lowest. On the other side of the coin, the reading-translating side,
tosts are devastating. Just how long has it been since you sat in on a
special, executive-level meeting that was called solely for the purpose of
figuring out exactly what & memo meant, what a directive said, or what a
study or report recommended? These costs, too. are generally - ignored
or looked upon as trivial. Nobody seems to understand them well enough
to do something about them. :
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Before we show you these reading-translating costs, we'd like to make
i a point: The extra time the writer gives to making a memo clear and read-
able is time economically spent, is money saved. Too many writers feel

366. 60

saved
""$188.40
280. 00

422. 50
1579.00

= time spent in writing has no cconomic value, that if you are a competent
J ‘writer, you're also a fast writer. Patience and time-consuming care ars
' sneered at and quickness is extolled.

The table at the end of this chapter shows you that if the writer of the

teading costs
$579.00
390. 60
299. 00
212. 40

156.50

Nothing

tabulated memo had spent a full 8 hours making it clear and readable,
he could have saved the Bureau 8422.50. This is where we ought to learn
a simple economic principle: A writer can afford to increase his writing
time in direct proportion to the number of people who have to read and
understand his memo.

In practice this principle works like this: If you write a gobbledygooked

Cumulstive coets for [Total writing] Total dollare
understand memo

230 readerv to reads
Down to $384.10. .
Down to $287.50. .

Down to $190.90..

§575.00..........

Down to 8115.00..

Nothing..........

memo that goes to 100 people for action, a memo that takes 30 minutes to
read and translate when it should have taken only 5, then your bad writ-

’ " ing consumes 50% hours (8252.50) of wriling and reading time when it
ghould have consumed only 85 hours ($44.17).

In other words, even though you cost the Bureau only $2.50 for the
half-hour you took to write the memo, you cost it another $208.33 for
the time you DIDN'T take to write it clearly, for the time you caused your
readers to wrestle with words and meanings.

read.underatand memo at 335

Tetn! rosding.writing costs and saviogs

$1.25 each.

Averagoe time foc itadse to
wmin.=$1.67 each.

min.

Reading time cut 1015

$0.83 each.
$0.50 each.

min.=

min.

Reading costs cut to 5

What's more, you could have spent 42 hours writing this »same‘mem‘o to
make it readable, down to 5 minutes, and the memo wouldn’t have cost the |
Bureau one single penny more than it did by your flapping it out in 30 5

1.7 | 30 min.=82.50 ¢ach. . ...

2.8 | Readiog time cut to 20
9.3 | Reading time cutto 10

Average cost
per reader
to preparo

and ‘mail
momo {centa)
5

18

Nothing | Nothing.....co.vunan.

minutes.
Therefore, when you figure the actual cost of the written word, you
always have to figure in the reading and translating time on the other

perepare and
mall momo
4. 00

6. 50
11.50
1.50

Total coet to

41.50
Nothing

end of the line, where costs bunch up and multiply. The cost formula on
anything written, and you can figure this very easily yourself, is worked
out like this:
PT (preparation time) plus’ RT (reading time) times NR (number of
readers) equals: Total cost of the written word.
Remember that a very slight increase in writing time can often result

Writing ocost totals

cparing

Time secretacy
spent
memo for malling
at §3/br.
30 min.=$§1.50..
30 min.=$1.50..
30 min.=$1.50..

| 30 min.=$1.50. .

30 min.=$1.50..
Nothing..

in a very large total savings in reading time; or, a very large increase m ’ )
writing time can elso result in a very large increase in total savings 10 .
reading time. ; !
Now, see this formula and these principles at work in the following tables
1 which was built from an actual 250-word BLM memo that by actual caunt
g1 was circulated for action to 230 readers. The original memo was rat
very difficult reading, but it was edited down and rewritten several ht?“
until it rated as very easy reading. See how, even though the preparstion
time increases radically each time, the reading and translating costs ocon-
tinue to go down, and the savings continue to multiply:

&

250-word instruction memo—rated "'very difficult reading”—mailed to 230 BLM employecs "'for action™

c(p-
?.
?.

memo at 35
310.

Thme writer spent grrpcrln"
T

arstion time to

bhours

Writer doubles pr

bour=§5.
Writer doubles pr

- aration time to

30 min.=22.50"..........
Writer doubles pr.

13
-
i
!
8
"
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hing.

P

Writer reduces prep-
1 This was 8 “no-need-for™ mema;, it never should have been written in the first place.

aration time to not

~_ aration time to

" houre=$20.
aration timeto
hours=$40.

Writer doubles pr




Appendix C-2
RECORDS MANAGEMENT HANDBOOKS

The following Records Management Handbooks prepared by the National Archives
and Records Service provide most of the guidance needed to achieve efficiency and
economy in office paperwork operations.

(grder gr?m the Government Printing Office, Washington, DC, unless otherwise in-
jcated.

No.
Date Pages Price GPO Catalog Number

Managing Correspondence

Correspondence Management 1973 35 $ .65 GS4.6/2:C81

Form and Guide Letters 1973 45 .80 GS4.6/2:L56

Plain Letters (How to improve 1973 51 .95 *2202-00041
official letter writing)

U.S. Government Correspondence Manual 1968 68 1.75 + 6S1.6/6:C81

Managing Directives:

Communicating Policy and Procedure 1967 62 1.15 GS4.6/2:C73
\ . | Managing Forms: |
: Forms Analysis 1960 62 .90 GS4.6/2:F76
Forms Design "~ 1960 89 1.25 GS4.6/2:F76/2
Forms Management 1969 34 .60 GS4.6/2:F76/3
Specialty Forms 1974 57 1.00 *2201-00058
Mechanizing Paperwork: .
Copying Equipment 1966 82 1.25 551.6/6:C79
Source Data Automation 1965 78 .50 -, 654.6/2:508
Managing Current Files:
Files Operations 1964 76 1.05 GS4.6/2:F47
File Stations ; 1967 52 .85 GS4.6/2:F47/3
Subject Filing ‘ : 1966 40 - .30 GS4.6/2:F47/2
Managing Information Retrieval:
Information Retrieval 1972 132 1.65 GS4.6/2:1IN3/2
Information Retrieval Systems 1970 150 2.25 GS4.6/2IN3
Microform Retrieval Equipment Guide 1974 90 1.50 GS4.6/2:M58/974
Microfilming Records 1974 168  2.35 GS4.6/2:M58/2
Computer Output Microfilm 1975 48  1.05 GS4.6/2:M58/3
Managing the Mail: | ,
Managing the Mail 1971 94 1.40 GS4.6/2:M28
Managing Noncurrent Files: AR
Applying Records Schedules 1961 23 .20 GS4.6:R24/3
Federal Records Centers , 1967 39 .20 GS4.6:R24/2
Federal Vital Records Program 1968 16 .20 GS4.6/2:R24/968

*GPO Stock Number L9l
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Appendix C-3

WALKINKG

TIME

cosTS

Employee Labor Cost

)

Annually $4368.00- 4576.00 4784.00 4992.00 5200.00 5408.00 5616.00° 5824.00 6032.00 6240.80 7280.00 8320.00 9360.00
%onthly 354.00 381.33 398B.67 415.00 433.23 450.67 468.00 485.00 503.00 520.00 607.00 693.00" 780.00
Jeakly 84.00 88.00 92.00 96.00 100.00 104.00 108.00 112.00 116.00 120.00 140.00 160.00 180.00
Hourly 2.10 2.2¢C 2.30 2.40 2.50 2.60 2.70 2.80 2.90 3.00 3.50 4.00 4.50

Per Mintte . 0350 .0367 .0383 .0400 . 0417 .0433 .0450 -.0467 .0483 .0509 - .0583 .0667 .0750

‘Distance .and . .
Time Cost Per Trip To Use Copy Machine
Minutes
Fest {Round
Trip)}

50 .20 .0070 .0073 .00Q77 .0g080 .Q083 . 0087 .0080 .0093 . 0087 0100 .0117 -0133 .0150
180 .40 .0140 .0146 » 0154 .0160° .0166 .0174 0180 .0187 .0193 .0200 .0233 .0267, .0300
150 .60 . 0210 .0218 0231 .0240 . 0249 . 0261 .0270 . 0280 .0290 0300 . 0350 .0400 . 0450
200 .80 .0280 .0292 . 0308 .0320 .0332 .0348 .0360 0374 .0386 - 0400 .0466 .0534 .0600
230 1.00 . 0350 . 03565 - 0385 .0400 . 0415 . 0435 . 0450 . 0467 .0483 .8500 0583 L0667 L0730
200 1.20 L0420 .04338 . 0462 .G480 . 0498 .0522 .0540 .0360 +0380 -0609 .0700 .g800 .0900
30 1.40 . 0490 .0511 .0539 .0560 - .0581 .0609 .NE30 .0654 .0676 . 0700 .0816 .0934 .1050
400 1.60 .0560 . 0584 . 0616 . 0640 . 0664 L0696 .0720 0747 L0773 .0800 . 0933 .1087 .1200
450 1.80 .0630 .0657 -0693 .0720 .0747 .0783 . 0810 .0841 .0869 .0300 .1049 -1201 .1350
500 2.00 .D700 .0730 .0770 -0800 .0830 . 0870 .0900 .0234 .0966 -1000 .1166 .1334 .1500
530 2,20 .0770 .0803 .0847 .0880 0913 °  .0957 .0990 .1027 .1063 1100 .1283 .1467 1650
€00 2.40 . 0840 .0g76 - 0924 .0960 .0996 .1044 .1080 L1121 .1159 .1200 .1399 .1601 .1800
685¢ 2.60 .0810 . 0949 1001 L1040 .1079 .1131 L1170 .1214 ~1256 .1300 .1516 .1734 1950
7090 2,80 .0980 .1022 .1078 .1120 .1162 .1218 .1260 .1308 L1352 .1400 L1632 .1868 .2100
750 3.09 .1050 -1095 . 1155 .1200 ~1245 .1305 .1350 1401 -1449 .1500 .1749 .2001 .2259
800 3.20 +1129 .1168 1232 .1280 1328 .1392 1440 .1494 .1546 1600 .1866 .2134 .2400
350 3.40 1190 .1241 .1309 .1360 .141Y .1479 .1530 .1588 .1642 +1700 .1982 .2268 .2550
996 - 3.60 -126D .1314 +1386 .1440 <1494 .1566 .1620 L1681 . .1739 .1800 .2099 .2401 .2700
259 3.89 . 1330 .1387 21463 .1520 21577 .1653 .1710 L1775 .1835 .1900 .2215 .2535 .2850

100 4.00 L1400 21460 .1540 .1600 .1650 .1740 .lgoo .1868 .1932 .2000 .2332 <2668 .3000
1050 4.20 - .1470 .1533 ~1617 .1680 1743 .1827 .1830 .1%61 .2029 .2100 .2449 .2801 . 3150
Note. . Interference allowance of 10 percent should be added to cost.

N




T ,
Appendix D
DESIGN SPECIFICATIONS FOR
CASE PROGRESS DOCKET CARD
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Spacing on this form is critical; therefore, detailed speci=
fications are provided. The form is printed edge~to-edge on
8% by 11 inch card stock, with Parts T through V on the front
and Parts VI and VII printed head-to-toe on the reverse.

“~

f '» ‘ « a. Vertical Spacing in One-Sixths (1/6s) of an Inch

FRONT SIDE REVERSE SIDE
1/6 ins. : 1/6 ins.
Item Spaces ITtem " Spaces
Part I Heading 2 Part V Heading 1
Item 1A 3 Items 41-45 Headings 1
Item 1B 3 Rows E-~H 2
. . Ttem 2 4 Reason Codes 43 i
Ttem 3 Heading 1 '
Items 3A & 3B 3 Part VI Heading 1
tems 4-6 2 Item 46 Heading 3
Items 7-~13 3 Items 47-50 Headings 1
Ttem 14 7 Items 47-50 Sub-
Item 15 3 headings 2
Item 16 4 "Rows A-D 2
’ : Items 51-53 3
Part II Heading 1 Confinement Types 2
7 Items 17-29 - 3 . ' ‘ '
; Item 30 9 Part VII, each line = 2
; Part III Heading 1
> Ttems 31-37 Headings 2
: : ‘Rows A-D R 3
i j Disposition Types 2
1 : Part IV Heading 1
| ’ Items 38-40 2
; Part V Heading 1
| ; .+ Items 41-45 Headings 1
i P Rows A-D 2
i " Reason Codes 4%
: Form Title 1%
i
3
1%

SR | N -227~




R T
s : . T c. Items Most Likely to Need Modification for Adapta-
b. Horizontal Spacing in One-Tenths (1/10s) of an Inch tion to Local Situations
FRONT SIDE ' Item
, 1/10 ins. 1/10 ins. ; 9 Race (possibly use check blocks with letters or
Item Spaces Item Spaces . : other codes or abbreviations)
‘ 11 Identification Numbers .
Items 1-3 21 Item 40 25 30 Method by Which Brought Before this Court
Row 3A 10 A Ttem 41 6 34 Filed By and Date
"Row 3B 11 Item 42 19 36 Reason if Kejected, Nolle Prosequi or Dismissed
Item 4 38 Ttem 43 , 28 . : "Disposition Types" (Following Part III)
Item 5 11 Item 44 13 : 38 Prosecutor(s)
Item 6 15 Item 45 19 : 42 01d Release Status
Item 7 38 : ; . ; 43 Type of Event
Item 8 5 REVERSE SIDE : : 45 New Release Status
Item-9 6 » ) { "Reason Codes" (Following Part V)
1 Item 10 15 Item 1/10 ins. : 49 Special (Sentence)
1 *Item 11 ° 38 i "Special Sentence Type" (Following Part VI--requires
Item 11A 11 . Item 41 6 : specifying various types of special sentences, such
Item 11B v 13 . Item 42 19 ! as work release, and assigning a code number to each.)
Item 11C ' 14 Item 43 A 28 :
Item 12 15 Item 44 , 13
Item 13 10 Item 45 19
Item 14 38 Item 46 2
Items 15-16 26 Item 47 22
Item 17 10 Item 47A 7
Jtem 18 20 Item 47B 3
Item 19 12 - Item 47C 12
Item 20 31 Item 48 17
Item 21 12 Ttem 48A 8
i Item 22 | 6 Item 48B 9
a Item 23 19 Item 49 25
; Item 24 12 Item 49A 8
Item 25 6 Item 49B 8
o Item 26 18 Item 49C 9
i : Item 27 18 ~Item 50 ‘ 19
(e : Item 28 19 Item 50A 8
Item 29 36 ITtem 50B 11
Item 30 12 Item 51 ; 12
Item 31 22 Item 52 ' 29
. ITtem 31A 8 . Item 53 - 44
Item 32 - ‘ 7 ‘ : ‘
Item 33 ; 6
i Item 34 14
bl Item 35 7 %
P ‘ - Item 36 13 : e : , ok
bl ~ Item 37 | 8 L
Ly Item 38 25 L : :

£ Item 39 34
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Appendix E

SEARCH CODES

SOVEREIGNTY

TREASON

TREASON MISPRISION
ESPIONAGE ‘
SABOTAGE

SEDITION

SELECT SVC

MILITARY
DESERTION
IMMIGRATION

ILLEGAL ENTRY
FALSE CITIZEN
SMUGGLE ALIENS

HOMICIDE

KILL-FAMILY-GUN
KILL-FAMILY ,
KILL-NONFAM~GUN
KILL-NONFAM
KILL~-PUB OFF~-GUN
KILL-PUB OFF
KILL-POL OFF-GUN
KILL-POL OFF

NEG MANSL-VEHICLE
NEG MANSL-NOT VEH

KIDNAPPING

RANSOM-MINOR-GUN
RANSOM-MINOR SR
RANSOM-~MINOR-STGARM
RANSOM-ADULT~-GUN
'RANSOM-ADULT
RANSOM-ADULT-STGARM
 HOSTAGE FOR ESCAPE
ABDUCTION~-FAMILY |
ABDUCTION-NONFAMILY

. -233-

0100

0101
0102

0103

0104
0105
0106
0200
0201
0300
0301
0302
0303
0900

0901
0902

0903

0904
0905
0906
0907
0908
0909
0910

1000
1001

1002
1003

1004
1005

1006

1007
1008
1009




AT )
SEXUAL ASSAULT 1100
RAPE-GUN ' * 1101 : ARSON .
RAPE-STGARM 1103 ARSON BUS-LIFE 2001
SODOMY ~-BOY~-GUN ; 1104 ARSON RES-LIFE 5
SODOMY ~MAN~GUN | 1105 ARSON BUS-INS 2002
SODOMY-GIRL-GUN 1106 ARSON RES-INS 2903
SODOMY-WOMAN-GUN 1107 ARSON BUSINESS , 288
SODOMY-BOY 1108 ARSON RESIDENCE 2002
SODOMY-MAN 1109 ;
SODOMY~-GIRL 1110 EXTORTION 5
SODOMY -WOMAN . _ iiié T 100
SODOMY~BOY~STGARM EXTORT THREAT PERS
SODOMY-MAN-STGARM 1113 EXTORT THREAT ngpggmy 5%8%
SODOMY-GIRL-STGARM 1114 EXTORT THREAT REPUTATION 210
SODOMY ~WOMAN—-STGARM 1115 . 3
. STAT RAPE 1116 | BURGLARY ‘5200
OBBERY 1200 , BURG SAFE-VAULT 2201
| | BURG FORCED-RES 2202
~ ROB BUSINESS-GUN 1201 | BURG FORCED-NONRES 2203
, ROB BUSINESS . 1202 ; BURG NO FORCED~RES 2201
: - ROB BUSINESS-STGARM . 1203 ; BURG NO FORCED~-NONRES . 290
| ROB STREET-GUN - 1204 : BURG TOOLS 5 2
ROB STREET ‘ 1205 : 20
ROB STREET-STGARM 1206 : LARCENY P
ROB RESIDENCE-GUN 1207 ; = | 300
ROB RESIDENCE 1208 : - POCKET PICK | 2301
"ROB RESIDENCE-STGARM 1209 @ PURSE SNATCH 2302
FORC PURSE SNATCH 1210 % SHOPLIFT 2303
| : LARC PARTS FM VEH 2301
ASSAULT | 1300 { LARC FM AUTO 2305
_ P LARC FM VEH TRANS - 2306
ASLT AGG-FAMILY-GUN 1301 i LARC FM COIN MACH ~ 230
ASLT AGG-FAMILY 1302 ; LARC FM BLDG 2305
ASLT AGG-FAMILY-STGARM 1303 % LARC FM YARDS 230
ASLT AGG-NONFAMILY-GUN 1304 : LARC FM MAILS 5 18
ASLT AGG-NONFAMILY 1305 | | | 3
ASLT AGG-NONFAMILY-STGARM : 1306 : STOLEN VEHICLE 2100
ASLT AGG-PUB OFF-GUN 1307 B :
ASLT AGG-PUB OFF - 1308 - VEH THEFT SALE | 2li01
ASLT AGG-PUB OFF-STGARM , : 1309 AR S VEH THEFT STRIP : 2102
ASLT AGG-POL OFF-GUN : 1310 : VEH THEFT FOR CRIME . 5403
ASLT AGG-POL OFF , ; 1311 - VEH THEFT ' 240k
ASLT AGG-POL OFF-STGARM ' 1312 ; ‘ VEH THEFT BY BAILEE . 2405
ASLT SIMPLE | | | 1313 | VEH RCVNG 2406
: , ‘ L : - VEH STRIP : 2407
ABORTION | 1koo : VEH POSS 2408
‘ ) , IR TRANSPORT ' 2409
ABORT OTHER ’ 1401 S ~ AIRPLANE THEFT ~ 2410
ABORT SELF ' - , © 1ho2 SRR - : SRR '
SOLICIT SUBMIT ABORT : ‘ ; 1403
SOLICIT PERFORM ABORT S R 1404
~ ABORTIFACIENT SELL , ; 1405
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FORGERY

FORG CHECKS

FORGERY : '
COUNTERFEIT '
COUNTERFEIT-TRANSPOR
COUNTERFEIT TOOLS
PASS COUNTERFEIT
PASS FORGED CHECKS
POSSESS COUNTERFEIT

FRAUD

CON GAME

SWINDLE

MAIL FRAUD
IMPERSONATION
FRAUD CREDIT CARDS
NSF CHECKS

FALSE STATEMENT

N

EMBEZZLE

STOLEN PROP

STOL PROP THEFT SALE

STOL PROP THEFT TRANSPORT

STOL PROP THEFT
STOL PROP TRANSPORT
STOL PROP RECEIV
STOL PROP POSSESS
STOL PROP CONCEALED

PROPERTY DAMAGE

DAM PROP BUS
DAM PROP 'PRIV
DAM PROP PUB

- DANGEROUS DRUGS

HALLUC-MANU
HALLUC-DIST
HALLUC-SELL
HALLUC-POSSESS
HALLUC

- HEROIN-SELL

~ HEROIN-SMUG
HEROIN-POSSESS

- HEROIN
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2500

2501
2502
2503
25014
2505
2506
2507
2508

2600

2601
2602
2603
2604
2605
2606
2607

2700

2800

2801
2802
2803
280l
2805
2806
2807

2900

2901
2902
2903

3500

3501
3502
3503
3504
3505

3510
3511
3512

3513

prolaen Sl

DANGEROUS DRUGS (Continued)

OPIUM-SELL
OPIUM-SMUG
OPIUM-POSSESS
OPIUM

COCAINE-SELL
COCAINE-SMUG
COCAINE-POSSESS
COCAINE

SYNTH NARC-SELL
SYNTH NARC-SMUG
SYNTH NARC-POSSESS
SYNTH NARC

NARC EQUIP

MARIJUANA-SELL
MARIJUANA-SMUG
MARIJUANA-POSSESS
MARIJUANA-PROD
MARIJUANA

AMPHET-MANU
AMPHET-SELL
AMPHET-POSSESS
AMPHET

BARBIT-MANU
BARBIT-SELL
BARBIT-POSSESS
BARBIT

. SEX OFFENSE

SEX CHILD
HOMOSEX GIRL
HOMOSEX BOY
INCEST MINOR
INDEC EXP MINOR
BESTIALITY
INCEST ADULT
INDEC EXP ADULT
SEDUCE ADULT
HOMOSEX WOMAN
HOMOSEX. MAN
PEEPING TOM -

~237-

3520
3521
3522
3523

3530
3531
3532
3533

3540
3541
3542
3543

3550

3560
3561
3562
3563
3564

3570
3571
3572
3573

3580
3581
3582
3583

3600

3601
3602
3603
3604
3605
3606
3607
3608
3609
3610
3611

3612




OBSCENE MATERIAL

MANU OBSCENE
SELL OBSCENE

MAIL OBSCENE
POSSESS OBSCENE
DIST OBSCENE
TRANSPORT OBSCENE
OBSCENE COMM

FAMILY OFF

NEGLECT FAM

CRUEL CHILD

CRUEL WIFE

BIGAMY

CONTRIB DELINQ MINOR
NEGLECT CHILD

NONPAY ALIMONY
NONSUPPORT PARENT

GAMBLING

BOOKMAKE

CARDS-OP

CARDS-PLAY

DICE-QOP . LN R
DICE-PLAY :
GAMBLING DEVICE~POSSESS
GAMBLING DEVICE-TRANSPORT
GAMBLING DEVICE-NOT REGIS
GAMBLING DEVICE

GAMBLING GOODS-POSSESS
GAMBLING GOODS-TBANSPORT
LOTTERY-OP :
LOTTERY~RUN

LOTTERY-PLAY

SPORTS TAMPER

WAGERING INFO-TRANSMIT
EST GAMBLING PLACE

GOMMERCIAL SEX

KEEP BROTHEL
PROCURE PROSTITUTE
HOMOSEX PROST
PROSTITUTION

-238-

3700

2701
3702
3703
3704
3705
3706
3707

3800

3801
3802
3803
3804
3805
3806
3807

3808

3900

3901
3902
3903
3904

3905

3906

3907
"3908

3909
3910
3911
3912
3913
3914
3915
3916
3917

4000

4001

4002
hoo3
4ool

A

LIQUOR

MANU LIQUOR
SELL LIQUOR
TRANSPORT LIQUOR
POSSESS LIQUOR,
MISREPRESENT AGE
LIQUOR

DRUNK

OBSTRUCT POLICE

RESIST OFF
AID PRIS ESC
HARBOR FUGTV

OBSTRUCT CRIM INVEST

MAKE FALSE REP

EVIDENCE-DESTROY

WITNESS-DISSUADE

WITNESS-DECEIVE

REFUSING AID OFF
* COMPOUND CRIME

UNAUTH COMM W PRISONER

ARREST-ILLEGAL
FLIGHT-ESCAPE

ESCAPE
FLIGHT AVOID

OBSTRUCT JUDIC (Congr., Legis.)

BAIL-SECURED BOND
 BAIL-PERSONAL RECOG
PERJURY
PERJURY
. CONTEMPT COURT
OBSTRUCT JUST
 OBSTRUCT COURT
MISCONDUCT-JUDIC OFF
CONTEMPT CONGR
CONTEMPT LEGIS

- -239-

4100

4io01
4162
4103
4104
4105
4106

4200

1809

4801
4802
4803
4804
4805
4806
4807
4808

4809
4810

4811
4812

4900

“l4oo1
“lgo2

5000

5001

5002
5003
5004

5005

5006
5007
5008
5009
5010




BRIBERY 5100

TRAFFIC OFF
BRIBE GIVE 5101 § . 5400
BRIBE OFFER 5102 ‘HIT RUN Ct 5401
BRIBE RECEIVE ~ 5103 TRANSP DANG MATIL, 5402
BRIBE SOLICIT 5104 DRIV INFLU DRUGS 5403
CONFLICT INT 5105 DRIV INFLU LIQ 5404
GRATUITY GIVE 5106 MOVING TFC 5405
i GRATUITY OFEFR - 5107 NONMOVING TFC | 5406
o GRATUITY RECEIVE 5108
Gy GRATUITY SOLICIT 5109 HEALTH-SAFETY 5500
KICKBACK GIVE 5110 '
KICKBACK OFFER 5111 DRUGS ADLTD ' 5501
"'KICKBAGCK RECEIVE 5112 DRUGS-MISBRAND 5502
KICKBACK SOLICIT 5113 DRUGS - 5503
WEAPON OFFENSE 5200 FOOD ADLTD 5510
' , FOOD-MISBRAND : 5511
ALTER ID ON WPN 5201 FOOD - 2512
CARRY CONCLD WPN , 5202 . ‘
CARRY PROH WPN 5203 COSMETICS ADLTD 5520
\ EXPLOS-TEACH USE 5204 COSMETICS~MISBRAND 5521
. EXPLOS-TRANSPORT : 5205 COSMETICS ; £502
EXPLOS-USE 5206 ,
'~ INCEND DEV-POSSESS 5207 CIVIL RIGHTS ‘ 5600
INCEND DEV-USE 5208 - ~
INCEND-TEACH USE 5209 INVADE PRIVACY ’ 5700
WPN LIC ™ o ; - © 5210 ‘ ,
g POSSESS EXPL L 5211 DIVULGE EAVESDROP INFO | 5701
POSSESS WPN : _ ‘5212 . DIVULGE EAVESDROP ORDER « 5702
FIRE WPN x : 5213 DIVULGE MSG CONTENTS : R , , 5703
SELL WPN : : 5214 ~EAVESDROP , » R 5704
, EAVESDROP EQUIP o 5705
PUBLIC PEACE 5300 Oi EN SEALED COMM . . . 5706
- TRESPASS :  5707"
ANARCHISM S 5301 WIRETAP-FAILURE REP 5708
RIOT-INCITE - 5302 : ‘ s ,
RIGT-ENGAGE : ' 5303 SMUGGLE . ' 5800
RIOT-INTERFERE FIRE 5304 : TR ‘ , L
RIOT-INTERFERE OFF 5305 S CONTRABAND | . 5801
RIOT : ; 5306 i - PRISON CONTRABAND ‘ 5802
~ ASSEMBLY-UNLAW ~ : 5307 : AVOID PAYING DUTY . 5803
FALSE ALARM 5308 : S , ; ; |
HARRASS COMM ; : : 5309 : ELECTION LAWS : 5900
DESECRATE FLAG ' ; 5310 | , : - ‘
DISORDERLY COND 5311 e - ANTITRUST ; | 6000
~ DISTURB PEACE 5312 ; f S
CURFEW ; ' 5313 R TAX-REVENUE : 6100
LOITER 5314 = o TAX : -
SALES TAX gig%
‘LIQUOR TAX , 6103
jl g et i Tor | ,, o -241-




CONSERVATION

ANIMALS CONSERV
BIRDS « CONSERV
FISH CONSERV
LICENSE CONSERV

VAGRANCY

~242-

6200

6201
6202
6203
6204

6300

Appéndix F

SAMPLE CORRESPONDENCE WITH WITNESSES
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OFFICE OF THE PROSECUTING ATTORNEY
* OF MARION COUNTY INDIANA
JAMES F. KELLEY pPrOSECUTOR
CITY-COUNTY BUILDING
INDIANAPOLIS, INDIANA 46204
PHONE 317 €33-38522

July 1, 19XX

Name: Robert William
Address: 4608 W. 37th St.
Indianapolis, Indiana

T

Re: State v. Rodney Reed
: Cause No. CR75-102D
Courtroom Four

City County Bldg.
Indianapolis, Indiana

We have been unable to reach you to inform you that

the defendant was found guilty of First Degree Burglary.
The penalty in this offense carries a prison sentence
of 10 to 20 years. The judge will pass sentence on )
the defendant in the next few weeks. .

Only by citizens participating fully in the criminal
Justice system, can we as Prosecuting Attorneys, responsibly
perform our duties.

We hope that you have not been greatly inconvenienced

in fulfilling your responsibility as one of the witnesses

~in this case. If you still have questions regarding
. the outcome of the proceedings, please do not-hesitate

to call upon us.

Again; thank you for your cooperation and support in this
case. : o - | T
'Yours truly,

James F. Kelley
Prosecuting Attorney
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OFFICE OF THE PROSECUTING ATTORNEY
OF MARION COUNTY INDIANA
JAMES F. KELLEY PROSECUTOR
CITY~COUNTY BUILDING
INDIANAPOLIS, INDIANA 46204 ¢
PHONE 317 633-3822

July 1, 19XX

Name: James Mullins
Address: 2355 E. New Yark
Indianapolis, Indiana

State v. Phillip Masey
Cause No. CR73-455C

We have been unable to reach you by phone to inform
you that the case in which you were schedgled to testify
has been dismissed due to insufficient ey1denge.

You may disregard any subpoena received in this case.

Although this matter did not reach trial, your role

“was an important one.

We hope that you have not been greatly inconven1eqced

in fulfilling your responsibility as one of the witnesses.
If you still have questions regarding_the outcome

of the proceedings, please do not hesitate to call upon

us.

Again, thank you for your support and cooperation in
this case.

Yours truly,

James F. Kei]ey
Prosecuting Attorney
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OFFICE OF THE PROSECUTING ATTORNEY
OF MARION COUNTY INDIANA
JAMES F. KELLEY pProOSECUTOR

CITY-COUNTY BUILDING
INDIANAPOLIS, INDIANA 46204
PHONE 317 633-3522

July 1, T9XX

Name: Carol Huffman
Address: 4599 E. 10th St.
Indianapolis, Indiana

Re:  State v. Billy Rodgers
Cause No. CR74-309A
Courtroom Cne

- City County Bldg.
Indianapolis, Indiana

We have been'unable to reach you to inform you regarding
the completion of this case. The defendant was found
not quilty.

The burden of proving a criminal case "beyond a reasopable
doubt" is not an easy one. It was intentionally made

that way to reduce the possibility of innocent persons
being convicted. The important thing is that, with

your help, we vigorously prosecuted this case within

the framework of our criminal justice system.

In being a witness, you have fulfilled a most vital
and necessary function within our system. You have

been invaluable to us during the process of this case.

We truly thank you for all of your assistance and
cooperation. ,

Yours truly,

. James F. Kelley
Prosecuting Attorney
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OFFICE OF THE PROSECUTING ATTORNEY
_ OF MARION COUNTY INDIANA
JAMES F. KELLEY pPROSECUTOR

CITY-COUNTY BUILDING )
INDIANAROLLS, INDIANA 46204
PHONE 317 &33-3522 '

July 1, 19XX

Name: Lori Donaldson
Address: 5532 West 43rd
Indianapolis, Indiana

State v. John Jones
Cause No. CR74-123A

We have been unable to reach you by phone to inform
you that the defendant in the case State v. John Jones,
has ‘pled guilty to Commission of a felony while armed
to-wit: robbery, consequently there will be no trial
in this case. The penalty for this offense carries

a prison sentence of 15 to 25 years. The judge will
pass sentence on the defendant in the next few weeks.
You may disregard any subpoena received in this case.

We could not have secured this conviction without
your assistance and cooperation. Even though this
matter did not reach trial, your role was an important

one.

We hope that you have not been jnconvenienced too

much in fulfilling your responsibility as one of the
witnesses. If you still have questions regarding

the outcome of the proceedings, please do not hesitate
to call upon us.

Again, thank you for your support and cooperation in
this case. , '

Yours truly.,

James F. Kelley
Prosecuting Attorney
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Appendix G

COMPARISON OF TEXT-EDITING TYPEWRITERS. .
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TEXT-EDITING TYPEWRITER
CHARACTERISTIC COMPARISOM

Address and

Systems, Inc.

Processing Corp.

Office Products Division

e e tTZ:E] AES-90 Editext 80  |" MT/ST-II | MT/ST-IV | ¥C/ST-I eMe/ST
CRT Standard None None
Istorage Medium Single Diskette ginglg 3M Single Tape Dual Tape Single Single
’ artridge Cartridge Cartridge Mag Card Mag Card
Typing Speed 150 wpm 150 wpm 150 wpm 150 wpm 150 wpm 150 wopm
Cost :
 Base Purchase $14,900 $8,000 $5,850 $7,650 $7,875 $10,575
Price
Base Rental -- - $255 $195 $255 $185 $245
'Base Lease $345 (5 yrs) $222 (5 yrs) N/A N/A $160 (2 yrs){$230 (2 yrs)
Storage Med1um ’ $25 each $20 each $1 each $1 each $1 each $1 eaéh
Serviced By Manufacturer . Manufacturer |Manufacturer|Manufacturer|Manufacturer{Manufacturer
Manufacturer's Automatic Electronic{ Editext Word 1BM

Telephone 570 McCaffrey Street{18-20 Ray Avenue Parsons Pond Drive
Number Montreal, Quebec Burlington, MA - Franklin Lakes, NJ 07417
H4TINI, Canada 01803 (201) 848-1900
(514) 341-5930 (617) 273-2700 .
Remarks




TEXT-EDITING TYPEWRITER
CHAACTERISTIC COMPARISON

- Model Memory ~* . .
Char- MC/ST-11 . Videotype 91 | Videotype 92
acteristics / Typewriter /P i
CRT None None . Standard Standard
. ] Single Internal Memory Single Single
Storage Medium Mag Card (See Remarks) . Cassette ‘Cassette
“Typing Speed 150 wpm 150 wpm 150 wpm 150 wpm
Lost : . ,
Base Purchase Price - $11,800 $5,400 $17,470 $19,770
Base Rental $295 | $165 $475 -~ $535
Base Lease | $260 (2 yrs) ~ $145 (2 yrs) $399 (5 yrs) | $459 (5 yrs)
|
§i Storage Medium $1 each N/A : $15 each $10 each
! Serviced By ManUfacturer Manufacturer Manufacturer Manufacturer
. 1BM ' Lexitron Corporation
) 0ffice Products Division 9600 De Sota Avenue
Mangf$c$urﬁg : ﬁdgggis Parsons Pon¢ Drive Chatsworth, CA 91311
and lelephone Tumber: Franklin Lakes, NJ 07417 (213) 882-5040
: (201) 848-1900
Remarks ‘ This machine has a Cassette ca- | Cassette ca-
' limited capacity of pacity is 30 | pacity is 30
50 pages of stored pages. pages.
material, The inter-
nal memory medium is
a magnetic belt. Its
applications are ex-
“tremely limited in
anyarea of prosecution
management other than
preparing some routine
correspondence.
TEXT-EDITING TYPEWRITER
CHARACTERISTIC COMPARISNN
Mode]
Char- e .
acteristics Word Processor | Quintyp= 82
CRT Standard ‘ None
Storage Medi Dual Dual
. ge Medium Cassette - Cassette
Typing Speed 180 wpm (est.) 150 wpm
Cost L
Base Purchase Price $17,990 $7.695
Base Rental- ‘ $555 90 day i
trial period Unknown
: Base L
53 ease . $245 (1 yr)
@ Storage Medium $10 each - $8 each
Serviced By Manufacturer Manufacturer
Manufacturer's Address Linolex Systems, Inc Quinn Data, Inc
- B L] - 3 nC-
and Telephone Number 5 Esquire Road 1071 Route 22
North Billerica, MA Mountainside, NJ
01862 : . 07092
(617) 667-4151 (2n) 379-7400
Remarks Cassette capacity is
62 pages. Equipment
may be programmed
for nonword process-
ing tasks.
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TEXT-EDITING TYPEWRITER
CHARACTERISTIC COMPARISON

Char- Model :
acteristics

Dual Card-B

Singfe Tape-B

Dual Tape-B

Power Typewriter-B‘

Dual Media System-B

CRT None

None

None

None

None

Storage Medium Dual Mag Card

Single Cassette

Dual Cassette

Single Mag Card.

Single Mag Card &
Single Cassette

150 wpm

-p52-

Manufacturer

Typing Speed 150 wpm 150 wpm 150 wpm 150 wpm
Cost ‘A.‘ , B
Base Purchase Price $8,870 $7,195 $8,350 $5,770 $9,070
Base Rental - $285 $195 $275 $175 $330
BaseyLease $258 (2 yrs) $180 (2 yrs) $255 (2 yrs) N/A $330
‘ Stqrage Medium $1.00 each $9.00 each $9.00 each $1.00 each : g;:gg :;EE ggg;ggtte)
. ‘Serviced By Manufacturer . Manufacturer Manufacturer Manufacturer

Manufacturer's Address

Redactron Corporation
100 Parkway Drive South

-GGT—-

and Telephone Number Houppauge, NY 11787
' (516) 543-870C0
: Cassette ca- Cassette ca- Cassette capacity
- Remarks pacity is 30 pacity is 30 is 30 pages
pages pages
TEXT-EDITING TYPEWRITER
CHARACTERISTIC COMPARISON
| N:;;;:T\\\\‘* Hodel MT-200 1500 1800 TR-11 1900
| acteristics :
kCRT~ None None None None

~ Storage Medium

Dual Cassette

Single Cassette

Single Cassette

Single Cassette

Typihg Speed 150 wpm | 150 wpm 150 wpm 150 wpm
Cost | .
Base Purchase Price $8;4QQ $5,995 $4,590 $4,995
Base Rental $275 $180 $145 5165
_Base Lease - $225 (5 yrs) $165 (2 yrs) $134 (1 yr) §152 (1 yr)
Storage Medium $9.75 each $8.50 each $8.50 each $8.50 each
Serviced By - Manufacturer Manufacturer Manufacturer Manufacturer

Manufacturer's Address -
and Telephone Number

Sperry Remington

Office Machines Division
P.0. Box 1000
Blue Bell, PA
(215) 542-4011

19422

Trendata Corporation
610 Polomar Avenue
Sunnyvale, CA 94086/

(408) 732-1790

’ Remarks

30 pages

Cassette capacity 1is

Cassette capac—
ity is 15 pages

Cassette capac-
ity 1s 15 pages

Cassette capac-
ity is 15 pages
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TEXT-EDITING TYPEWRITER
CHARACTERISTIC COMPARISON

chap ' Model ‘ , "
‘acteristics Ty-Tape-Editor 3600/2 Editor-1 1200
CRT None Standard None

Storage Medidm

’ Dual CassetteA

Single Diskette

Dual Cassette

" Typing Speed 150 wpm 360 wom 150 wpm
Cost :
Base Purchase Price $7,900 $15,500 $7,900
[l) . .
o Base Rental $225 $430 $275
1
Base Lease $182 $350 $186
Storage Medium $6.00 each $8.00 each $6.25 each .
 Serviced By Manufacturer . Manufacturer: Manufacturer
Ty-Data, Inc. Vydec, Incorporated Wang Laboratories
Manufacturer's Address 109 Northeastern Blvd. 130 Algonquin Parkway | 836 North Street
and Telephone Number - Noshua, NH 03060 Whippany, NJ 07981 Tewksbury, MA 01876
(603). 889-1155 (201) 386-9191 1 (617) 851-4111 -
Cassette capacity is Diskette capacity is Cassette capacity is
Remarks estimated to be 24 60 pages 40 pages
pages ‘
: Hod -
g
' ®
& 2
3 =
S
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Captions for Divisions of the Alphabet

A Cr
Am D
B - De
Be Do
Bi E
Br F
Bu Fi
C G
Ch Gi
Co Gr
A Cl
Al Co
Am Con
- Ander Cor
Ar Cr
B Cu
Bar D
Be De
Ber Di
Bi Do
Bo Dow
Br E
Bro El
Bu Et
C F
Car Fi
Ch "Fo

Bee footnotes at ead of table.

. 100 Divisions*

Hon

60 Divisions®

Li
M
Mar
Mc
Me
Mo
Mu
N

o

P

John
K
Ke
Ki
Kn
L
Le
Li
Lo
M
Man
McA
Me
Mi
Mo
Mu
. N

-259-

Smith

St
Su

To

We
Wi

XYZ

XYz
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A Co
Al Con
Am Coo
Ander Cor
Ar Cr
At Cu
B. D
Baker Davis
Bar De
Be Del
Ber Di
Bi Do
Bl Dow
Bo Da
Bon E
Br El
Bro Et
Bu F
Bur Fe
C Fi
Car Fl
Cas Fo
Ch Fr
Che Fri
Ci G
See footnotes at end of table.

150 Divisions®

Gar
Ge
Gi
Go
Gr

Gre

Gro

Hal
Ham
Har
Harr
Hat

Hen
Her
Hi
Ho
Hol
Hon .
Hu
Hun

John

-260-

Jones
K

Ke
Kel
Ki
Kn
Kr

L
Lar
Le
Lei
Li
Lo
Lu
M
Man
Mas
McA
McD
McK
Me
Mi
Miller
Mo
Mor

Mu

Ni

. Pe

Pet
Pi

Pu
Q-R
Re
Ri
Ro
Ros
Ru -

.Sch

Schm

Sh

Si
Smith
Sn

Sp
St
Sto
Su

Te
Tho
Ti
Tr

Ve
Wall
War
We
Wei

Wi

Winiama ;

Wilson
Wo

XY

A

Ad
Adams
Al
Allen
Am

- American

Ar
As
B
Bal
Bar
Bas
Be
Ben

- Bi

Bl
Bo
Br
Bre
Bro
Brown
Bu
Bur
C
Cam
Car
Cas
Ch

. Che

Ci
Cl
Co
Collins

Con

Cor

El
En
Es .
F

‘Fe

Federal
Fi
Fl
Fo
Fr
Fri
G
Ge
Gi
Gl
Go
Gold
Gr

200 Divisionsg®**

Green
Gri
Gu
H
Ham
Har
Harr
Has
He
Hen
Her
Hi
Ho
Hom
Hos
Hu
Hun
I

J

Je

Jo

. John.

Jon

Jones

K

‘Ke

Kem
Kiy
Ko

- Kr
. Ku

L
Lan

Lar
Le

) 51
Lo
Lor
Lu
M
Mah
Man
Mar
Mart
Mas
Mc
McD
Mcl
McM

Me

Mer
Mi

‘Miller

Min
Mo
Mor
Mos
Mu .
Mur
N
National
Ne
Ni
No
(o}

0Ol

Or
P
Par
Pat
Pe
Per
Ph
Pi
Po
Pr
Pu
Q
R
Re
Ri

Rid

Roc
Ros
Ross
Ru
S

" -San

Sc
Sch
Schu
Se
Sh
Sher
Si
Sim
Sk
Sm

Smith

Sn

Sp

St
Stone
Str
Su
Sw

T

Th
Ti.

To

Tr
Tu
U
United
v
Ve
Vo
w
Wal
War
We
Wel
Wes
White
Wi
wil
Wils
Wo.
Wr
X

Y

Z

*Records Management, Files Systems and Standards, AR 345-210, Headquarters, Department of the

Army.
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**Files Handbook for Congressional Offices, Senate Members; National Archives and Records Service,
General 8ervices Administration.
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Note:

Appendix I-1

U.S. CIVIL SERVICE COMMISSION
CLASSITICATION STANDARDS ™OR PARALDGALS

Attachment 1 to Btn, No, 930.17

GS-950 PARALEGAL SPECIALIST SERIES i GS-95¢

This series includes positions which involve paralegal work not
requiring professional legal competence where such work is of a type
not classifiable in some other series. The work requires discretion
and independent judgment in the application of specialized knowledge
of particular laws, regulations, precedents or agency practices based
thereon. The work includes such activities as (a) legal research,
analyzing legal decisions, opinions, rulings, memoranda, and other
legal material, selecting principles of Taw, and preparing digests of
the points of Taw ynvolved; (b) selecting assembling, summarizing, and
compiling substantive information on statutes, treaties, contracts,
other legal instruments and specific Tegal subjects; (c) case prepara-
tion for civil 1itigation, criminal law proceedings or agency hearings,

" including the collection, analysis and evaluation of evidence, e.g.,

as to fraud and fraudulent and other irregular activities or violations
of laws; (d) analyzing facts and legal questions presented by personnel
administering specific Federal laws, answering the questions where they
have been settled by interpretations of applicable legal provisions,
regulations, precedents, and agency policy, and in some instances pre-
paring informative and instructional material for general use; (e) ad-
Judicating applications or cases on the bas’s of pertinent laws, regu-
lations, policies and precedent decisions; ov (f) performing other
paralegal duties. Vork in this series may or may not be performed un-
der the direction of a lawyer,

These standards were developed largely through the

efforts of Frank Vargo and other officials of the Superior
Court Division, Office of the United States Attorney, U.S.
Department of Justice, Washington, D.C.

~265~
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Attachment 1 to Btn. No, 930417  (2)

Paralegal Specialist Qualification Standard 6S-950
Series 4 (p.1)

Paralegal Specialist, GS-~5 and above
DESCRIPTION OF WORK

Paralegal specialist positions involve such activities as (a) legal re-
search, analyzing legal decisions, opinions, rulings, memoranda, and
other Tegal material, selecting principles of law, and preparing digests
of the points of law involved; (b) selecting, assembling, surmarizing,
and compiling substantive information on statutes, treaties, contracts,
other legal instrumants, and specific legal subjects; (c) case prepara-
- tion for civil 1itigation, criminal law proceedings or agency hearings,
including the collection, anaiysis, and evaluation of evidence, e.g.,
_+as to fraud and fraudulent and other irreguilar activities or violations
of laws; (d) analyzing facts and Tegal questions presented by personnel
administering specific federal laws, answering the questions where they
have been settled by interpretations of applicable legal provisions,
regulations, precedents, and agency policy, and in some instances pre-
paring informative and instructional material for general use; (e) ad-
Jjudicating applications or cases on the bacis of pertinent laws, regu-
lations, policies and precedent decisions; n¢ (f) performing other para-
legal duties requiring discretion and independent judgment i.4-the ap-
plication of specialized knowledge of particular laws, regulations, pre-
cedents, or agency practices based thereon. These duties may or may not
be performed under the direction of a lawyer.

EXPERIENCE AND TRAINING REQUIREMENTS

Except for the substitution of education prbvided for beiow, candidates
must have had both general and specialized experience as follows:

General Specialized | Total
Srade f {years) (years) {years)
GS-5 wemmmmmsmmmn 3 0 3
B65-7 memmeemmnnn- 3 1 4
RO [ 3 2 5
GS-11 and above--- 3 3 6

’

General Lxperience

This is progressiveiy responsible experience which demonstrated the
ability to explain, apply or interpret rules, regulations, procedures,
policies, precedents, or other kinds of criteria. Such experience may
have been gaines in administrative, professional, investigative., tech-
nical, high level clerical, or other responsible work. ‘
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Qualifying general experien

3 ce may have heen
1ega] clerk, claims examiner, claims adjuste
vestigator, or contact representative,

| Specialized Experience

Attachment 1 to Btn, No, 930-17 (3)

Parq]egal Specialist
Series

gained, for example, as a
r, voucher examiner, in-

T

This is legal, i- ici
s demongtrat23?51 legal, paralegal, legal technicial or related work

Ability to evaluate pertinent facts and evidence;

Ability to interpret a ‘ .
and precedents; P nd apply laws, rules, regulations,

Skill and Judgment in the analysis of cases;
Ability to communicate effectively orally and in writing;

As required, abili i i indivi
ard grouns, ity to deal effectively with individuals

As required; knowledge of the pertinent subject area.

Qualifying specialized i
a1y 20 experience may hav i i ity
which invotved, for exanple: i © been acquired n positions

(1) Preparation, development, examination, review, or authoriza-

tion of action on claims in acco i i

, : rdance with applicable ]

rules, regulations, precedents, polici i ices
' nts, icies, offi

and established procedures; or P €% practices

Examination and/or preparation of contracts i

ments, or other documents to assure comp]eténlgga;fI?g;ggma-
tion and conformance to pertinent laws, rules, regulations
precgden?s, and office ‘requirements which has required the’
application of a specialized knowledge of particular Taws,
or of,regu]at1ons, Precedents or practices based thereon;’on

Aralysis of legal decisions opinions, ruli

_ 3] deci s » rulings, memorand
an§ other ]ega] material and preparation of gigests ofntgé
points of law involved for the internal use of the agency; or

Interpretation and application of laws
! retation anc licat ws and related requla-
ticas in determining Individual or agency responsibi]gty? e.g

_26 7..
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Attachment 1 to Btn, No, 930-17 (4)

Paralegal Specialist $5-950
Series (p. 3)

potential Tiability of individuals to the Government for
fraud, over-payment of benefits, taxes, etc., and poten-
tial 1iability of an agency for tort, loss of personal
property, etc,; or

(5) Selection, compilation, and summarization of substantive
information on statutes, treaties, and specific legatl
subjects for the use of others; or

(6} Conduct of hearings or adjudication of appeals arising
under statute or regulations of a Government agency; or

(7) Investigation and analysis of evidence of alleged or
suspected violations of laws or regultations,

Y o

Quality of Experience

For positions at any grade, the required amount of experience will not
in itself be accepted as proof of qualification. The candidate's
record of experience and training must show the ability to perform the
duties of the position. For positions at grades GS-11 and below, at
least 6 months of the required specialized evpverience must have been
at a Tevel of diff*~ulty and responsibility oquivalent to that of the
next lower grade, v 1 year of such experience at a level equivalent to
- the second lower grade in the federal service. For positions at grades
65-12 and above, at least 1 year of the required specialized experience
must have been at a level equivalent to the next lower grade in the
federal service.

Supervisory Positions

For supervisory positions, the gualification standard for “"Supervisory
Positions in General Schedule Occupations” in part III of Handbook X~118

should also be used,

Substitution of Education for Experience

(1) Successful completion of a full 4-year course in an accredited
college or university leading to a bachelor's degree may be
substituted for 3 yeras of general experience, Suck education
successfully completed in a residence school above high school
level may be substituted at the rate of 1 academic year of study.
for 9 months of experience up to a maximum of 4 years of study
for 3 years of general experience.
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GS-950
(p. 4) Paralegal Specialist
Series

(2) Completion of all requi
equireme -  fpr an LL.B. J.D, j
degree from a recognized Jay aool, inc]udfng at’1255212h2511

years of residen ) :
grade GS-9, t college work, will meet the requirements for

(3) ggccessfui completio

falized experi requi
grades 65-7 and above. pecia perience required for ..
credited on a pro-rata g::?than T TUIT year of study will be

WRITTEN TEST

Candidates for competitive i
es. a
an appropriate written test,ppgggt?:nt e oS- and 65

is not required and, therefore
In addition, the test may not Be
employees unless the test TE*hpproved for this pur

) 7 may pass
~Service placement actions, t%eptest

BASIS OR RATING

Competitors for ali positions are rated on a scale of 100

made: Rankings are

1. For competitive appoi
_ y bpointment at .
basis of the written test. Arades § and 7: on the

2. For competitive i
®_appointments above GS-7: on the basi
of the extent and quatity of experience and tr:$nﬁ331s
relevant to the duties of the position, 9

PHYSICAL REQUIREMENTS

Candidates must be physicall (
didate: : ¥ able to perform the duties of iti
gzgéccggg.y,and w?thoup hazard to themselves or to othersof £2$1?251§10n
Foad 11.~out strain printed material the size of typewrit%en charayt :
fapcggggagdaa;oggechvg 1§nsas permitted. AbiTity to Speak withoag e
ot may be required for some positions. i1i
v§§§i§10n§1 voice, with or withoyt a hearing aidéb;;1ﬁgq5?r2§a¥othe st
Positions; however, some positions may be suitable for the deaf ’ ?gst

most instances, an amputation of arm, hand, leg, or faot will not dis

qualify for appointment, althouah 3

’ 10uqh it may be necessar thi i
t1or be compgnsated by use of satisfactory proérhe:ig thg;nﬁb;sAcond1-
Possess emotional and mentad stahility, ' ‘ lcates must
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Appendix I~2

U.S. CIVIL SERVICE COMMISSION CLASSIFICATION STANDARDS

FOR LEGAL CLERKS AND TECHNICIANS

Attachment 2 to Btn._No. 930-37

(5-986 LEGAL CLERK AND TECHNICIAN SERIES -~ Bs-986

This series includes positions which involve legal clerical or
technical work of a type not classifiable in other series in the Legal
and Kindred Group, GS-900. The work requires the ability to apply es-

tablished instructions, rules, regulations and procedures relative to
legal or paralegal activities.

Note: These standards were developed largely through the
efforts of Frank Vargo and other officials of the Superior

Court Division, Office of the United States Attorney, U.S.
Department of Justice, Washington, nD.n,
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Legal Clerk and Special Qualification Standard ?S-Q??
. p .

Technician Series

Note: - This special qualification standard has been developed
Tor interim use until a standérds study of the occupation. can

be made. It is intended for use primarily for in-service place-
ment but the education and experience requirements may be used

in filling positions competitively from appropriate registers.

Legal Clerk and Technician, GS-4 and above

DESCRIPTION OF WORK

Candidates appoin%ed to these positions perform legal clerical or tech-
other series in the Legal and

nical work of a type not classifiable in
Kindred Group, GS-900, This work requires. the ability to_ apply estab-
Jished instructions, rules, regulations and procedures relative to le-

gal or paralegal activities.

EXPERIENCE, TRAINING AND i.." ATED REQUIRFMENTS

Candidates must have had qualifying experience in the amounts shown in
the following talle: '

General Specialized Total
(y ) (years)

Grade {years) ears
GS-4 memmmemmeme—— 2 None 2
GS-5 ~-memwmmmoemn 2 1 3
BS-6 —-mmmmmmn v 2 2 4
GS-7 we-rmmmmmmm—— - 2 3 5
65-8 and above 2 4 6

General Experience

erience is responsible general office clerical e
he ability to perform clerical duties sat

General exp xperience which
isfactorily.

has demonstrated t

rd issued in June 1962, for positions at
d Group, GS-900, is re-

Nofe: The qualification standa
G5-4, 5, and 6 in the Legal and Kindre

scinded.
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Attachmen- 2 to Btn, No. 930-17 (3)

(S-986
(p. 2) Legal Clerk and
Technician Series

‘§pgcia1ized Experience

This>is respon$ible Sanep. T : .
& experience in clerici L :

or other : clerical, a ; :

that d:moggzggznglﬁ work related to )egal'ordg;2;?§;:$1;e{,t?Chn1ca1

establiched instruct?oig1];5{e:0 interpret, explain, and/gr1;;;;§s

precedents, or other kinds of c;izsgggat1°"5’ procedures, policies,

Examples ifyi iali
Ex SECFEtg:ig#aJA:{1ngdspec1a]3zed experience include legal cleri
InvoTves aueal wor an legal Instruments examining Thg'l N eriont
uties as maintenance of legal files énd c;:eeégszle?ce
) ols,

extraction of informati :
forms and documents. on from legal files and preparation of legal

Quality of Exnerience

For positions at GS-4 ' !
. + 5, and 6, at ]
perience m v s y- @t least one yea ]
grade.in ththggg ?een dv a.level comparable {o Ehgg §?et;§qu1red one
dates must <hoc ata]egszv;ﬁg.y For gositions at GS~7 and abov:exga;g¥er
Tk b ear of experience co : 0
r grade in the Federal service. In all caieg?mgggaggﬁdggazgesSgggn?
a

-experienc ini i
p e and training must give evidence of 43 ability to perform

the duties of the position to be filled.

Substitution of Education for Experience

For the first two years of i
gr.t i t o7 required general experi )
ﬁa;tggnsggsgsi1gegt educat1on.1n a school abovgeg;:nﬁiéhsggges?f¥? o
eqivalons To uted on the basis of 1/2 academic year of stud00 eve]
bouivale schoé?j' }5 semester hours of college work or 18 wegkgr ;he
be aTTen oo t; for & mopths of experience. Only 1imited cr d? i
remedial or refreggg;ngoﬁcgg: gisiﬁeig ogtai”Ed only or primar$]§tix1]]
ine € ; , e ba sk
typing, Two academic years of study fu]lyﬂ%ge;:]l;: :guzgggggaggdogx

‘perience requirements for G5-4.

For GS- .

degrgg gE §ﬁ°§§sif$?+°°mp’et‘°n of the requirements for a bachelor'

at least 12 se ¢ g ited college, which included or was supnp? oy

Fully meets zhgezdsgaz?g:s o; course work in law or para]gga$m§3§§3c2§
R : ion and experience requj :

and training will be given appropriate cred?t gsmgn;ié rgzsega§??Cdt’°n
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Attachment 3 to Btn, No. 930-17
‘ -17 (4)
2 to Btn, No. 930-1
Attachment § GS-942 DEPORTATION AND EXCLUSION EXAMINING SERIES GS§-942
65-986 g
{p. 3) |
Legal Clerk and ,
i ries X s - (]
Technician Se _ This series includes all classes of positions the duties of which
are to supervise gr perform legal work involved in the conduct of for-
; ma1]he§rings accgrded to aliens in deportation or in deportation and )
, : Exclusion proceedings, the development of a record thereof, and the pre-
Sune ositions : paration of reports or ordeys containing findings of fact, conclusions
Supervisory P the qualification standard gorf"agﬁgggliory : oY of law, and decisions reached. '
oeryi itions, t *in part 111 o : ' )
For supervisory pOS; Schedule Occupations," in p ,
Positions, in Genera d ,
be used, 8
X-118 should also £ |
I U.S. GOVERNMENT PRINTING OFFICE: 1975 0-210-537 (10)
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