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PROMIS (Prosecutor's Management Information System) is a management informa-
tion system {computerized or manual) for pubiic prosecution agencies and the courts.
Developed under a grant from the United States Department of Justice, Law Enforce-
ment Assistance Administration {LEAA), PROMIS has been in operation in Washington,
D.C., since January 1971 and is in various implementation stages in more than 30 other
jurisdictions.

LEAA has designated PROMIS an Exemplary Project. Such designation is reserved
for criminal justice programs judged outstanding, worthy of national attention, and
suitable for adoption by other communities.

The Institute for Law and Social Research (INSLAW) has prepared a series of 21
briefing papers to explain to nontechnical audiences of prosecutors, court administra-
tors, criminal justice planners, and members of the bar the underlying concepts of
management and organization inherent in PROMIS. |t is expected that these briefings
will assist other jurisdictions to evaluate and when appropriate, implement PROMIS
in part or in its entirety. The implementation can range from adogtion of the concepts
of management and organization, to the use of PROMIS forms and paperwork proce-
dures, to the application of the manual or semiautomated version of PROMIS, and,
finally, to the installation of the computer software.

Other PROMIS documentation produced by INSLAW under grants from LEAA
includes a handbook on PROMIS For The Nonautomated or Semiautomated Office,
research designs for using PROMIS data bases in statistical studies of criminal justice
policies, a six-volume set of computer software documentation, and a 20-minute color
documentary of PROMIS (16mm film or video cassette) for nontechnical audiences,
The 21 briefings are as Tollows:

1. Management Overview of PROMIS

2. Case Screening

3. Uniform Case Evaluation and Rating

4, Special Litigation {Major Violators) Unit
5. Witness Notification Unit

6. Paralegals

7. Comprehensive Training

8. Reasons for Discretionary and Other Actions
9. Counting by Crime, Case and Defendant
10. Research Uses of PROMIS Data

11.  Uniform Crime Charging Manual

12. Police Prosecution Report

13, Crime Analysis Worksheet

14, Processing and Trial Preparation Worksheet
15. Police Intake Worksheet

16. Standardized Case Jacket

17. Interface with Other CJIS

18B. Privacy and Security

19. Analysis of Costs and Benefits

20. Transferability

21, Optional On-Line Inguiry and Data Input Capability
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MIS | 16. Standardized
ACQUISITILHRS Case

BRIEFING SERIES * Jacket

As utilized at the prosecutor's office in Washington, D.C., 1/ the
standardized case jacket serves as a vehicle not only in which to file,
maintain, and transmit key documents 2/ but also on which to record, at
variggs stages of the proceedings, certain information about the case
itself.

Initial information is entered on the jacket during case screening.
Additional information is noted by the prosecuting attorney assigned to
the courtroom during each court event in the case.

BACKGROUND AND OVERVIEW OF THE CASE JACKET

Before the standardized case jacket was develcped, each attorney
seemd to make jacket notations in a shorthand style that only he or she
could understand. As a result, prosecutors at subsequent stages of the pro-
ceedings had great difficulty in both interpreting and even locating the
previously recorded information. This was highlighted during an analy-
sis of operations that necessarily preceded PROMIS. Thus, the standard-
ized case jacket was a by-product of the development of the PROMIS system.

The redesigned jacket structures the entry of notations so that they
are made in a comprehensive, uniform manner and at a specified location.
The result is clearer and more inclusive case documentation. This, in
turn, has speeded communications and expedited case processing in the
courtroom.

As currently designed, the jacket contains preprinted "information
blocks" on its front and back outside covers (illustrations of these
covers are included at the end of this Briefing). The recorded informa-
tion serves two major purposes:

1. To acquaint prosecutors with key facts about the case, its prin-
cipals, and current status.

*One of a series of 21 Briefing Papers for PROMIS (Prosecutor's Management Information System}, this publication was
prepared by the Institute for Law and Socfal Research (INSLAW), Washington, D.C., under a grant from the Law Enforce-
ment Assistance Administration (LEAA), which has designated PROMIS as an Exemplary Project. Such a designation is
reserved for criminal justice programs judged outstanding, worthy of national attention, and suitable for adoption by other
communities. Presenting a bird’s-eye view of PROMIS capabilities, the Briefing Papers are one facat of INSLAW's LEAA-
funded program designed to assist local prosecutors evaluate and, when appropriate, implement PROMIS. In Januoary 1971,
the computerized information system was initiated in Washington, D.C., where prosecutors continye to rely- upon PROMIS
10 help them manage more effectively an annual work load involving aliegations of 8,500 serious misdemeanars and 7,500
felonies. (A manual version of PROMIS is also available and parallels the capabilities of the computerized system.}
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2. To convey specific instructions or recommendations from the
screening prosecutor to his colleagues in the arraignment/presentment
court and to provide a means for the latter to indicate the action taken
on those recommendations. (This portion of the jacket is on the front
cover and surrounded by a heavy, bold Tine.)

ITEM-BY~-ITEM EXPLANATION OF THE CASE JACKET

Normally, only one jacket is prepared per defendant. If codefen-
dants are involved in the same case, a separate jacket is prepared for
each. When charges against an accused are unrelated and to be tried
separately, a separate case jacket is prepared for each charge. To dis-
tinguish felony from misdemeanor cases, red and blue labels, respectively,
are affixed to the upper right-hand corner of the jacket's front cover.

Jacket entries made during the screening process pertain to Items
1, 3, 5-10, 12b. 3/ The balance are made during various stages of the
proceedings subsequent to screening. Only those entries in need of
elaboration are discussed below.

Item 1: Defendant's Name. This is the "true" name of the accused,
which is normally the name he or she used at the time of his or her
first arrest. It is the name of record according to police files. 4/
Aliases are also entered here.

Item 2: Court Case Nos. A court clerk assigns docket number(s) sub-
sequent to screening. 5/

Item 3: PDID No. The police assign this unique fingerprint-based
identification number to the accused following arrest. 6/

Item 9: Bond/Release. The screening attorney checks the appropri-
ate bond/release recommendation and explains the reasons therefor in the
space provided so that the arraignment prosecutor will have factual sup-
port for his ot her recommendation. The judge's release decision is
noted in the "Decision" column of Item 9.

Item 10: Instructions for the Arraignment Court Attorney. The
screening prosecutor checks the appropriate boxes under "Required Action.
"Executed" boxes are checked at arraignment.

Item 11: Arraignment Return. A judge may specify that a defendant
is to be returned on a subsequent date for arraignment. In such cases,
the action date, the date the defendant is to be returned for arraignment,
the prosecutor present, and the judge ordering the return date are listed.
A reason for the arraignment return is also shown.

Item 12b: Initial Court Date. The screening assistant enters, in
order of preference, three suggested court dates to be offered at arraign-
ment for jury or nonjury trial regarding misdemeanors or, in connection
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with felonies, for preliminary hearings. The date that the court selects--
and whether it is for a preliminary hearing, a jury trial, a nonjury trial,
or for some other court action--is indicated.

Items 13-17: Post-Arraignment Action. Several spaces are provided
on the case jacket for post-arraignment actions, such as an appearance to
request a continuance or an appearance for trial. In all post-arraignment
actions, the date, the prosecutor, the judge, and the defense attorney pre-
sent are indicated. Space is provided for reasons for court actions, re-
marks the prosecutor wants entered concerning the case, a code identifying
the reasons for the court action taken, 7/ and the next continuance date.

Items 18-19: Grand Jury Disposition and Continuance Dates. The ac-
tion taken by the grand jury in a case is indicated in this section. Also
included are the name of the prosecutor presenting the case before the
grand jury, the action taken by the grand jury, the date of the grand jury
action, the code indicating the grand jury action, any grand jury contin-
uance dates, and remarks or reasons for the grand jury action.

Item 21: Sentence. Each charge is listed separately. 8/ Informa-
tion concerning the prosecutor's recommendation on the period and type of
confinement or the fine which should be imposed is recorded. In addition,
the sentence actually imposed by the court is indicated for each specific
charge. The date the sentence was imposed, the presiding judge, and the
prosecutor who presented the case are aiso shown.

IN CONCLUSION...

With their formats adaptable to the unique needs of different
jurisdictions, the jacket and its associated forms are of value at all
prosecutive stages in the prosecution. Several different prosecutors--
from screening through trial--may enter key information on the jacket.
To the extent that entries are concise, accurate, legible, and in the
proper place, the standardized case jacket serves to coordinate and
clarify what otherwise might be a highly disjointed and confusing prose-
cutive effort.
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FOOTNOTES

1/In the District of Columbia, the U.S. Attorney serves as the Tocal
prosecutor. About 75 lawyers are assigned to the D.C. Superior Court
(equivalent to a state court of general jurisdiction), where prosecution
of local "street crime" cases is conducted. About 16,000 allegations of
such crimes are considered for prosecution annually.

2/See Briefing Nos. 12-15, Police Prosecution Report, Crime Analysis
Worksheet, Processing and Trial Preparation Worksheet, and Police Intake
Worksheet, for descriptions of some of the forms filed in the case jacket.

3/See Briefing No. 2, Case Screening, for an overall description of
the screening process.

4/See Briefing No. 12, Police Prosecution Report, for more informa-
tion about the defendant's "true” name, which may not be his or her "real"
name.

5/Briefing No. 14, Processing and Trial Preparation Worksheet, pro-
vides more details about how this number is assigned and used, and
Briefing No. 9, Counting by Crime, Case and Defendant, elaborates on the
significance of its use.

6/See Briefing No. 12, Police Prosecution Report and Briefing No. 9,
Counting by Crime, Case and Defendant, for further elaboration on its
significance.

7/See Briefing No. 8, Reasons for Discretionary and Other Actions,
for the uses of reason data.

8/Briefing No. 14, Processing and Trial Preparation Worksheet, ex~
plains the "SFX" (case suffix) column. Also, Briefing No. 9, Counting
by Crime, Case and Defendant, elaborates on the significance of the court
docket number and suffixes.
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U.S. ATTORNEY'S OFFICE FOR THE DISTRICT OF COLUMBIA

USA- 81 (Sep1. 73]

SUPERIOR COURY DIVISION

1 DEFENDANT'S NAME 2 COURT CASE NOS, |3 PDID NO, 4 NUMBER
A RASE FASY wEHE
ALIASES: T T T T TS anmestoare | [JLock-up
Oeae JsoND
O citation
no oy
8 CO-DEFENDANT NAMES 9 BOND/RELEASE
f -\_ st rast MID RECOMMENDED (Exploin below) DECISION
t [} PERSONAL RECOGNIZANCE {1J PERSONAL RECOGNIZANCE
& ] THiIAD PARTY CUSTODY 3 THIRD PARTY CUSTODY
4[] casnaonos [Dcasuronos
% DEPOSIT, % DEFOSIT

3 [Jsurerreonps [ surerynonos, . .

7 OFFICE CHARGES Ut ADW. COW. OR PPW charge. include typa of weapan}

8 [JMENTAL ORSERVATION (] MenTaL uBsERVATION

F ) e{nca [Jnca
10oock Joocx
s[Jco LOTHER [[J conoimonauotHen 4

AECOMMENDATION REASONS/REMARKS ¥

Pk g

B DEFENSE ATTORNEY aash

itiagT.

(Continue in block 10 balow, &,

1O INSTRUCTIONS FOR ARRAIGNMENT COURT AUSA

REQUIRED ACTION EXECUTED -
LINE UP ORDER O
D§ HANDWRITING ORDER [}
o” qmsn ORDER (]
1  ARRAIGN CO-DEFENDANTS TOGETHER [m]
[0 GET CONTINUANCE DATE IN UNDERLYING CASE (7]
LIACKET INSIDES
[J otHer
11 FOR ARRAIGNMENT RETURN Only | 122 ARRAIGNMENT ACTION 12b §NITIAL COURT DATE
TION .
égTEo gi";l.éHN DATE SUGGEST m
PRELIMINARY
AUSA Ausa O HeariNG DATE
JUDGE JUDGE ™ =1 [J JuRY TRIAL DATE
REPORTER. REPORTER NON-JURY
TAPE TIME TAPE TIME 0 Taial pate:
REASON . DEFENSE 4 ddlerant liom riem & ahova) .
ATTORNEY [ orHER

13 POST ARRAIGNMENT ACTION

REMARKS - REASONS

Use English tes] from PROMIS “Standard Case Jacke® Entnies”™
booklet plus ampldying tematks

DATE

IcouE

AUSA

JUDGE

DEFENSE
ATTORNEY

REPORTER
TAPE TIME

NEXT CONTINUANCE DATE O

14 POST ARRAIGNMENT ACTION

REMARKS - REASONS

Use English teal fromn PROMIS. Standyd Case dichst Entnes™
boaklet plus dmeidving temarks

DATE

l:ooe

AUSA

JUDGE

DEFENSE
ATTORNEY

REPORTER,
TAPE TIME

NEXT CONTINUANCE DATE &F

FIGURE 1

CASE JACKET:

FRONT COVER

(continued on next page)
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15 POST ARRAIGNMENT ACTION REMARKS « REASONS e et B e e

DATE CODE

AUSA

JUDGE

DEFENSE
ATTORNEY

REPOSTER,
TAPE TIME

NEXT CONTINUANCE DATE &Y

16 POST ARRAIGNMENT ACTION AEMARKS - REASONS  OregErdin [e2l Tom PRORIS Stanaard Caie

DATE . lcons

AUSA

JUDGE

OEFENSE
ATTORNEY

REPQRTER;
TAPE TIME

NEXT CONTINUANCE DATE &%

17 POST ARRAIGNMENT ACTION REMARKS - REASONS oot ooy ampl o ord Lot

OATE Icooe

AUSA

JUDGE

DEFENSE
ATTORNEY

REPORTER,
TAPE TIME

NEXT CONTINUANCE DATE ¥

18 GRAND JURY DISPOSITION |CODE 19 GRAND JURY CONTINUANCE DATES
n Sth

FiRAL 61,
acran 2nd "

AUSA DATE

ded 7th
D INDICTED D {GNORAMUS D DISMISSAL

4th Bih
D I-REF OR D U-REF TO:
REMARKS REASONS
20 DISCOVERY AND/OR PLEA OFFERS DEFENSE REM
DATE AUSA ATTORNEY ARKS
21 SENTENCE
AECOMMENDED IMPOSED_(Complete ail iems that 3o07v) DATE IMPGSED
CHARGE SFX | CONFINEMENT | FINE | CONFINEMENT SPECIAL FINE | SUSPENDED PROBATION
FERIQD [ TYPEL IAMT) I™FERIOD | TYPE| PERIDD ] 1YRE] IAMTL PERIOD PERIOD_V1YPE
JUDGE
AUSA
CONTINEMINTIYPE. )-CONCURRENT Z.CONSECUTIVE 3-UIFE  4.CONFINEMENT OR FINE 9.OTHER PROBATIONTYPE. 1-5UPERVISED
SPECIALSENTENCETYPE: 1.FYCA'A 2-FYCAB 3. FYCAC 4 FYCA-D B<WORK RELEASE 8.NARA 9.OTHER 2-UNSUPERVISED

FIGURE 1 (concluded)
CASE JACKET: BACK COVER
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