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I. INTRODUCTION

The Delaware County Court of Common Pleas has experienced
problems in preparing and maintéining their records, due to the
size of the»population served and the large volume of records
processed. In February 1977, Mr. Joseph Marge, Court Budget
Officer, requested assistance from LEAA's Criminal Courts Tech-
nical Assistance Project at‘The American University to assess the
feasibility of utilizing word processing equipment to alleviate
some of these document preparation problems. Specifically,

Mr. Marge wished to identify court functions which would be
amendable to word processing applications and the type of equipment
which would be most efficient and coét-effecfive in meeting those
needs. Interest in this area was'generated by an IBM presentation
of its new System/6 which raised the‘expectation that word pro-
cessing might offer a solution to the court's records problems.

The project selected Donald Skupsky and Daniel Valluzzi of
the National Center for State Courts to provide this assistance
to the Delaware County Court of Common Pleas. The consultants
were on site July 13 and 14, 1977. In addition to Mr. Marge,
discussions were also held with the following court officials:

- Francis J. Catania, President Judge, Court of Common Pleas

- Donald Guthrie, Court Administrator

~ Michael Gillin, Criminal Justice Planner

- Richard Hughey, .District Justice Administrator

- John Nichols, Office .of Court Ser&ices

- Paul Gesragan, Director of Juvenile Court




Michael MacNeilly, Jury Managemernt
Bill Halligan, Orphans Court
Tony Simmons, Deputy Administrator for Domestic Relations

Joe Honer, Director of Courts



IT. ANALYSIS OF THE EXISTING SITUATION

This study found that the Delaware County Court of Common
Pleas is experiencing records management problems, especially
in the area of forms design and records processing. Word pro-
cessing equipment appears justified for the court administrator's
office and is probably jﬁstified for some other departments if
shared. Although not part of this study, the consultants examined
- those records management isstes which related to the potential
utility of word processing equipment.

The consultants examined many divisions, each with divergent
problems and modes of operations. The findings are, therefore,
presented below in the order each division was examined, rather
than in summary form.

A. District Justice System

The district justice (DJ) system consists of 33 offices in
the county with two to three staff members in each office. The
justices of the peace have criminal jurisdiction for misdemeanors
and hold preliminary hearings for felonies. The courts also
have jurisdiction in civil matters up to $2,000. Most civil
cases are landlord-tenant matters in which most of the plaintiffs
are not represented by attorneys.

In criminal matters the DJ office types the complaint whenever
a private person brings the action; otherwise, the complaint is
prepared by the district attorney. In civil matters the DJ
office assists the plaintiff in filling out the complaint, since
approximately 90  percent of the plaintiffs are not represented
by attorneys. A simplified complaint form has been developed
so that the plaintiff édds only a few lines to specify the facts
involved.

After the complaint is filed, an index card is also typed
-3 -
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and filed by defendant's last name. The same headihg information

which is typed on the complaint and index card is subse-
quently typed on judgment and continuance forms; In
addition, each time one of these forms'is'psepared, an
envelope is also typed with the requisite name and ad-

dresses. .

The court utilizes a wide variety of Eorms
to conduct court business. These forms differ in size,
shape, number of pages, style, etc. Many forms have been
developed by the state for use by all dlstrlct justice
offices, while others were developed locally. State developed
forms can be augmented slightly provided that the basic form
_is not changed. |

B. Office of Court Services

Adult probation provides a varieﬁy of services to the
court including presentence investigetion, probation monitoring,
parole, and status repofts. ' On an average each of the seven-
teen probation officers will be handling eighty cases at any
one.time. . | Tt e | )

The probation office utilizes a variety of forms
to maintain information for its operations. Many of these

forms contain the same information but use different formats.

C. Central Collections

Central collections performs collection and disbursement

| functions for the following types of court céses:'

L




(1) Criminal - fines, fees, costs

(2) Civil - fines, fees, costs

(3) Juvenile - fines, fees, costs; includes child
care and restitution payments for juveniles
found to be delinquent.

(4) Domestic Relations - support payments (approxi-
mately 2,100 checks per month) ‘

There are 8 clerical staff who manually perform accounting
functions. The office plans to use a computer in the future
to send out notices of arrearage and notices for $10 account
handling fee. The clerks maintain the following books:

~ Accounts receivable cash books and cash dis-
bursements

Restitution payment records

Journal entry books

Cost summary sheets

Trial balance sheets

D. Juvenile Division

The juvenile division.handles L,200 £o 1,300 cases per year.
The_judggs'will rehder apprqximatéiy 3,000.'orders peﬁ‘Yéar,
mainly for case adjudication and probation. Generally, two
judges from the Court of Common Pleas are handling juvenile
cases at any one time.

The juvenile division is considered one of the most pro-
gressive in the court. Much of the juvenile information is
maintained on a computer and reports regulafly provided to the

division director.




The juvenile division maintains an inventory of approxi-
mately twenty different types of pre-printed court orders.
(See Appendix A.) Judges fill out these orders in court-and
hand them to the appropriate party. Special stipulations and
conditions are handwritten on the bottom of the order, in
most cases by the probation officer before leaving the court-
room.— The court indicated that 1,000 copies of each of the
twenty different orders (20,000 total forms) are purchased
each year at a total cost 6f $3,600.

A person designated by the data processing department
is present in the courtroom to gather information required by
the data processing division. A simplified data capture form
is utilized to record necessary information. The more ex-
perienced people can fill in the form directly while others
‘take notes during the hearing and complete the form afterwards.
This data processing person also recheéks orders and handwritten
stipulations to ensure that they are complete and conform to
what actually transpired in the courtroom. Often the data
processing person finds errors and omissions on the orders
and brings this to the court's attention. As a result, the
computer records in the juvenile division are often considered
more accurate than the manually maintained records.

The data processing division felt it necessary to assign

data processing personnel to the juvenile division in order



to ensure the accuracy of the computer information. Al-

though a person is assigned toveach courtroom fulltime,
many have additional time which.could be used to do other
court--related work.

| Although the data processing division provides numerous

reports to the juvenile division, most of these are manage-

ment reports rather than listings used for daily court

operations. As a result, the court continues to maintain
both a full manual record system and a duplicate computer
information system. For example, the juvenile court recep-
tionist maintains é separate index of all cases and a case
summary card file in addition to the iﬁformation maintained

both by the court's records clerk and the data processing de-

partment.

The juvenile division has requested additional information
from the computer system. These requests are currently being
held in abeyance until the computer department obtains additional

personnel to perform the necessary programming.

E. Microfilm Department

The microfilm department handles fingerprints and mug
shot microfilming for use by law enforcement.officials. No court
microfilming is being undertaken at this time, although future

court microfilming is contemplated.



The microfilm department utilizes a Kodak Miracode II
camera and reader for law enforcement applications. Approxi-
mately 800 frames can be recorded per roll of 35 millimeter
film., The aepartment also uses a Kodak Prostar Processor
equipped with dual strand adapter and replehishing kit. Film
is duplicated on an Extek Silver Duplicator ($8,000) on 1,000
foot roll. | |

'At‘this time, the microfilm department does no testing
for density or resolution. The director indicated that often
water temperature has dropped below 100° Farenheit. They are
hoping to get a new 50 gallon water héater to rectify this
problem. No vault ié available for storing'the microfilm, but
constant temperature is provided since the microfilm room is
in the basement (although humidity may vary). Film is inépectvd
yisually using a light box. The staff has available time for

performing additional microfilm duties.

F. . Registe; of Wills

The Register of Wills has recordgd all marriage licenses
onto microfilm cartridges using 3M equipment. New licenses
will be recorded once each year. Shortly, the originial 1li-~
censes will be destoryed.

The Registe; of Wills displayed a good understanding of
" the.effective use of ﬁicrofilm. He prepared an exéelient docu-~
ment which describes the cost and benefits of his proposed

microfilm system.




G. Register of Deeds

Land records (deeds and mortgages{ occupy a great
volume of the court's basement. These records are all main-
tained in large hard-bound volumes. Even though these
records will soon fully occupy.existing space, no plan has

been made for microfilming land records.

H. - Court Administration

The court administrator is responsible for matters of
scheduling and calendaring for the court. The actual record-
keeping however, is under the direction of the Clerk of Court
(criminal cases) and the Prothonotary (civil cases) who are
- independent elected officials.

Data processing provides the court administrator's
office a listing of casés scheduledvfor hearing six to eight
weeks in advance. Howéver, cases are frequently dismissed or
rescheduled after the listingJis produced. A trial list is
also prepared dne week in.advance.since cases may not be
heard on the scheduled date, even this trial list constantly
changes during the course of the week. Changes.to.these lists
are made by cutting and pasting, using white-out, éha re-
typing sections of the list. Three different lists are pre-
pared: a jury trial list, a non-jury triél list, gnd a
motions list.

Notices must be‘éehk to the attorneys involved prior to
trial or motion. Often the case caption will be typed as many as

four .times for indexing, listing, and mailing purposes.



In addition to maintaining a calendar, the court ad-
ministrator's office is responsible for'updating fhe tele~
vision information display system. This information is a
duplication of information typed on the calendar listing.

I. Court Computer Department

Two data processing departments operate within Delaware
County. The Prothonotary's office uses services provided
by the county data processing department. All other court-
related data processing services are provided by the Court
Computer Department. Currently this department uses time on
the county computer; but will soon be acquiring a new Burroughs
B-4800 computer with on-line capability. This new system will
be operated by the Court Computer Department and the County Data
Processing Department. This new computer system will give
criminal justice applications higher priority.

The Court Computer Department has been hampered due to
lack of personnel. The criminal justice data processing group
lacks sufficient programmers to provide necessary data pro-
cessing services. It is hoped that in the future additional
programmers will be employed.

The current data processing software used by the clerk
of court and juvenile division was designed by an outside
group. No documentation exists for the system. Staff time has

been spent updating the system and providing some services
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requested by the courts. It is hoped that in the future, when
the staff is increased,'adequate_documeﬁtation can be prepared.

The juvenile system constitutes the most complete court
application to date. It is anticipated that with the new
Burroughs computer, the juvenile division will go on-line in
either September or October. One or two intelligent terminals
will be installed in the juvenile division for input and output.

The Court Computer Department supervises personnel in
each of the juvenile courts. Their responsibility is to gather
information on specially prepared data processing forms for
input into the computer. This scheme was developed because-the
Court Computer cbuld not rely on the judges' clerks to pro-
perly record information. The Court Computer Department Staff
additionally checks to ensure that the information recorded on
dourt documents (e.g., orders) is correct. The Court Computer
director would cooperate if the court develops a "checkbox"
form for capturing information both for data processing and
court recordkeeping (word processing) purposes.

The Court Computer Department director feels that docket
books maintained manually in the clerk of court's office could be
computerized. He hopes to computerize portions of that court's
operations by the end of 1978. One possible approach, would be to
record case information from the district justice form (page 4 of

the form) which is sent to the Court of Common Pleas after arraignment.
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The computer could then automatically print the heading for
the court's docket sheet. The clerk of court, héwever, seems
reluctant to adopt data processing and would have to be con-
vinced of the benefits before agreeing to change.

The data processing system used by the prothonotary's
office is operated by the county data processing division. From
all indications, there are problems with the system. For ex-
ample, four steps are involved in transciibing information: ’infor—
mation is taken from the briginal document, recorded onto a
scratch sheet, transferred to a data processing form, and key-

- punched. The use of the scratch sheet is totally wasteful
and yet the practice continues.

Data processing maintains information which would assist
in preparing court calenddrs. However, this information would
- never be sufficiently up-to-date fof use as the daily trial
list., It is anticipated that, in the future, the on~line system

would provide up-to-date trial list information.

~J. Jury Management

Mr. MacNeilly indicated that the court will shortly develop
a computerized system for jury managemeht. They are currently
considering obtaining a Univac BC/? Business Computer system
with jury selection software. Sperry-Univac has indicated that

they could make this turnkey system operational by November, 1977.

In addition to desighing‘and programming the software, Sperry will




tﬁain three court employees to continue programming. As an
alternative, the court could use the criminal justice com-
puter or the state's judicial computer. All possibilities
are being considered, and a final selection should be made
shortly. The new jury management system will be capable of
handling the entire jury selection and management process,
including the preparation of original-looking thank-you letters
if necessary.

Mr. MacNeilly was élsé responsible for developing tele-
vision information display_system (TIDS). This system utilizes
a 3-M Datavision 3400 video Terminal. This device can commu-

nicate with another compatible device using ASCII code.

K. Orphan's Court

Orphan's Court 1is responsible for the administration of
éstates of deceased persons and the ﬁroperty of incompetent
persons and minors.' Approximately 40-60 executors per month
appear before the court fofiadjudication which
normally consists of an accounting of all expenses to estate
creditors and beneficiaries. In most cases the wordings of
‘the adjudication are the same except for names and details
concerning the estate..

The court prepares approximately 500 two~ to four-page
adjudications each year. Approximately 20 percent of these

adjudications are retyped due to errors. To facilitate pre-

paration of these documents, the orphans® court staff utilizes

-13-




a listing of standardized paragraphs (See Appendix B). The
staff merber often refers to a paragraph by number and
states any variable information-whiéh should be included.

The judges prepare two to three long opinions each month
that extend five to thirty pages. In addition, the court
must prepare ten to twenty short orders per month.

To assist in typing, the court utilizes two full-time
secretaries. These secretaries are periodically busy With
court Qork. Turn-around ﬁime,howevef, is generally not

critical.

L. Domestic Relations

The domestic relations di&ision uses a checkbox form to
respond to questions submitted by the public. This form con-
sists of standard paragraphs which answer the most frequently
asked questions (See Appendix C). Approximately twenty to
fifty of these form ietters'are sent out monthly. Most are
in response to requests fréﬁ other counties or states. In
addition, this division prepéres a variety of routine corre-

spondence.

M. Criminal Justice Planning

The court is considering developing a microfilm program
for old records. These records are now being maintained in

a large storage area and were not examined as part of this study.
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The Commonwealth of Pennsylvania has developed a records
retention and disposition schedule which also applies to court
records. The court has not yet determined which records can
be destroyed under this schedule, but records should be destroyed
instead of microfilmed whenever possible.

The project staff met with the Kodak sales representative
who is recommending the Oracle Microfilm System for micro-

- filming inactive records. The sales representative is con-
sidered by Kodak to be knowledgeable in automated systems and
during the meeting, did, indeed, show a fine understanding of

microfilm systems and operations.
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ITIX. RECOMMENDATIONS

A. General Comments

The consultants found appropriate applications for word
processing in the court administrator's office, the juvenile
division, the orphan's court, and the domestic relations division.
However, only the court administrator's office seems to have
sufficient need for this equipment. The others could benefit
from word processing provided that the equipment was shared
and provisions made to better utilize personnel.

The consultants felt that the more serious court problems
were in the area of records management. Although this study
was designed solely to examine word processing issues, the
consultants have prepared some records management recommendations
as they pertain to‘these issues. It is recommended, héwever, ‘
that the court undertake an additional study to look more closely
at forms design, recordkeeping practices, records retention and
disposition, and microfilming. ’

B. Word Processing

Recommendation 1l: The court administrator's office should
rent one word processing unit for a period of six months
to one year and then re-evaluate the effectiveness of the
equipment., '

The court administrator's office had several pressing
problems for which word processing equipment may offer a solu-
tion. This equipment would be appropriate for preparing court

calendars and subsequent notices, due to the large volume of
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this work and its repetitive nature. In addition, proposals,
correspondence, p:ocedure manuals, ahd other kinds of pring
could also be prepared on this equipment. Dependiné oﬂ the
type of equipment acquired, the word processor might also be
used to directly update the télevision information display
system, precluding the need to retype the calendar information.
The equipment would be particularly advantageous for a .variety
of applications once the civil‘and criminal division of the
court administrator's office are consolidated within the next
six months.

The word processing equipment shoulq be initially rented
by the court for a period of six months to one year. This will
enable the court to adequétely assess the equipment's capabili-
‘ties and its effectiveness for performing applications within
the court administrator's office. 1In addition, other divisions
within the court (e.g., orphan's court) could test the equip-
ment for some of their sp;cialized applications. After the
initial testing period, the court should reassess the equipment
and determine whether to cohtinue using it in the future. If
the testing proves successful, the equipment could then be
purchased or leased. |

The equipment should be acquired through a request for
propdsal (RFP) which specifies the court's requiréments. In
responding to the RFP, it is expected that several vendors will
assess the court's application to determine the appropriate
model of equipment. This additional information will assist

the court in assessing the appropfiateness of word processing

-17~




equipment. Any study performed by the vendor, however, should
be totally separate from the selection of equipment. In some
cases the vendor who provides the best justification for his
equipment may also be able to provide the best equipment at the
best pricé; in other cases, the vendor's equipment will not be
adequate.

. In selecting word processing equipment, the court might
first consult the National Center for State Courts' publication,

Business Equipment and the courts: Guide for Court Managers,

and perhaps later the Reference Manual. The court should select

from the new generation from word processing equipment which has
a video display screen, floppy disk media and a high-speed
character printer. This equipment sells for $14,000 to $18,000
or rents for $500 to $800 per month. Some systems which should
be considered include the Wang System 102, Vydec, Lexitron,
Linolex and Linear. The equipment should initially be rented
for six months and then reassessed. 'This is necessary to enable
the court to assess the equipment and because the word rprocess-
ing market is now changing so rapidly. Other less sophisticg#ted
equipment is available, but is being phased out by many vendors.

Recommendation 2: The court should initially utilize

the court administrator's word processing equipment to

assess its appropriateness for applications in the

juvenile division, the orphan's court and domestic

- ralations. After this test, an additional word
processing unit may be obtained, provided that the

word processing functions can be consolidated for
these divisions.

Assuming the court administrator's office obtains a word

processing unit, the juvenile division, the orphan's court,
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and domestic relations divisions can test that equipment to
determine its appropriateness for some of their word process-
ing applications. An additional unit or units can then be
obtained if necessary.

These three divisions eacﬁ have applications which require
standardized:langunage. The orphan's court, in particular,
already has prepared a listing of standardized paragraphs
used when preparing adjudications. (See Appendix B), which
could be included in a checkbox form. ‘The clerk could then
check the paragraphs which are relevant and include any variable
information (e.g., names, amounts of money). An excerpt from

Business Equipment and the Courts: Reference Manual is included

in Appendix D and describes how such a system would operate.
Basically, standardized paragraphs would be recorded on the
word processing media, assembled according to the boxes checked
on the form, variable information would be inserted, and an
original-looking document produced. The same approcach could
be used for juvenile orders and domestic relations cérrespondence.
The major problem with utilizing word processing for
these divisions is that none of the divisions has sufficient
volume to cost-justify their own word processing unit. For
example, the number of pages per day typed in the orphan's
‘court constitutes approximately 50 percentkdf the minimum

volume requirement for justifying a video display text-editing
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system.1

The other divisions also appear to have a volume of

typing for special applications which does not meét the mini-

- mum requirements to justify word proceésing. It should be
noted that a video display text-editing system is rarely
justified for original correspondence, unless the volume
exceeds approximately thirty pages per day.

The second major problem regarding the use of word'proceSSing
for these divisions is that they are physically distinct both
in distance and organization. It appears that the total
%olume for these three divisions would be sufficient to
justify one word processing system. This would require  how-
ever, that word processing functions be consolidated in one
centralized location and that each division relinquish con-
trol over the.typing for these and perhaps other applications{

The final problem is -that some. provision must be made
when adopting word processing to effectively utilize the.

secretarial time which the new technology makes available.

1The approximate volume of finished typing produced per

day in the orphan's court was assessed as follows: two pages
per day for opinions, six pages per day for.standardized para-
graphs, and two pages per day for short orders and correspond-
ence. The minimum volume per day requirements to cost-justify
a video display text-editing system was determined as follows:

. twelve pages per day for long opinions, twenty-three pages per
day for standardized paragraphs, or thirty pages per day for
correspondence. The subsequent calculation (2/12 plus 6/23
Plus 2/30) equals approximately 50 percent of the required
minimum volume. This procedure corresponds to figure 5.3
"Computing text—edltlng requirements for multiple application"
of the National Center s Business Equipment in the Courts:
Reference Manual page 5-12.




The great advantage of word processing is that it enables an
organization to prepare typed documents with fewer personnel.
In the orphan's cdurt, for example, one word processing unit
and one secretary should probably be able to perform the work
of the two secretaries currenﬁly employed. In order to fully
benefit from word processing, therefore, the court would have
to transfer one secretary to another division which needs
additional help. In practice however, department managers are
protective of their staff and rarely consent to staff re-

ductions or transfers. The court could then be faced with a

 situation where the court typing is prepared on a timely basis,

the secretaries are idle a significant amount of time, and

the court is paying more money to et the same work done.
These three divisions, .and perhaps others, must therefore
consolidate their word processing functions into one centra-

lized location and develop a plan for redistributing work loads

-

_among secretaries or transferring staff to other divisions. Since

this is the courts first exposuxe"to word processing, such

drastic measures should not be taken immediately. Instead,

the court should test different applications on the court ad-

ministrator's word processing unit and then carefully plan

for future centralized word'processing. |
Recommendation 3: The court should not obtain an infor-
mation processing system at this time unless it

becomes clear that data processing cannot provide
adequate services within a reasonable time frame.

-2}-




This word processing study was in part prompted by a
presentation made by IBM of their System/6 Information
Processing System. 'This system besidesbbeing able to do
traditional text editing can also perform a great variety of
tasks, including information processing similar to that pexr-
formed by computers. However, it cannot effectively compete
with a well-designed and operated computer system. It is
designed mainly for installations which do not have access
to data processing nor can afford it. Délaware County,
on the other hand, has acquired the nevaurroughs on-line
- computer system which will be operated by the County and the
Court Computer Department. Although datafpfocessing services
are now limited, they will be extended to most court depart-
ments by 1978, as soon as adequate personnel are available
~ to perform the necessary systems analysis design and program-
ming. In many cases, the status of data processing systems
and future plans for data processing was not evident to even
department directors. Some indicated that word processing
might be appropriate in a particular division, while investiga-
tion revealed that those applications would be computerized
in the not too distant future. |

The court should, instead, prepare a long-term plan for

court data processing. As mentioned above, it is not clear
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to even department heads what services will be provided by
the data processing division. A comprehensive.plan will
facilitate future planning and préclude investment in interim
systems which will later be replaced by data processing. If,
however, it appears that computer services will be delayed

2 to 3 years, the court might reassess the use of an informa-

tion processor like the System/6 in thé interim.

C. Records Management Recommendations p

Recommendation 4: The court should undertake a
comprehensive study of forms design, recordkeeping
practices, records retention and dlspos1tlon, and
microfilming.

During the course of this study, it became evident that
the court is experiencing some serious records management
problems. Since records management was outside the primary
scope of this project and time was iimited, only a few recom-
mendations can.be provided.

Mr. Gillin, criminal justice' planner, indicated that
the court was contemplating microfilming old court records.

The Kodak sales representative indicated that the Oracle System
would be the most appropriate. Without any background infor-
mation on the volume of records, the storage capacity of the
room and the records retention and disposition schedule, it
was not possible to effectively challenge or counter this
recommendatlon. We feel however, that the court does not have
adequate lnformatlon to select a microfilm system, whether it

be Oracle or any other and that additional study is needed.
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As a general rule, inactive court records should be
destroyed when their retention period lapses, rather than
microfilmed. This is the least expensive and most efficient
solution. Before any microfilm project commences, the
court must determine which of their records can be destroyed.

When microfilm is warranted for inactive records, the
least expensive and highest production method should be used,
provided that quality standards can be met. Inactive records
are rarely updated or accessed. They should, therefore, be
microfilmed simply on roll f£ilm in case number order.2 No
index is required since the reel inaicates the sequence of
cases contained (e.g., cases 1050 £o 1100). File updates to a
case can be spliced to the beginning of the roll or recorded
on a separate roll and cross-referenced. As a general rule,
automated systems such as Oracle are not cost-beneficial for
inactive court records.

.. ...The Clerk of Court's and Prothbnotary's Offices were only
examined quickly. It is our feeling, however, that both
divisions perform unnecessary and inefficient recordkeeping
tasks which could be streamlined. Understanding the opera-
tions of each of these offices is particularly important if
applications will be computerized in the future.

Recommendation 5: The District Justice complaint )

form should be modified so that defendant and per-

haps plaintiff index cards are prepared at the
same time that the case heading is completed.

2 .
See Microfilm' and the:Courts: Reference Manual (Denver:
National Center for State Courts, 1976) Chapter 1ll.
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The case initiation forms used by the District Justice
Office consist of several parts that are simultaneously filled
out, Aftervthese forms are completed, an index card is
prepared for each case. A considerable amount of personnel

time would be saved if these index cards were attached as an

additional part of this form and filled in at the same time the

top part of the complaint forms were completed. (See Appendix E).
The cards could then be detached and filed in the plaintiff
and defendant index.

Recommendation 6: The district justice offices should
use window envelopes for mailing notices to defendants.

The current complaint form contains a box for defendant
name and address'on the top. (See_Appendix F) Once the form
is completed, it c¢ould be folded in such a way that defend-
ants name would appear in a compatible wi ‘
would save personnel time in retyping the address and speed the
complaint to the party. The extra cost of the envelope would
be offset by the labor saved.

Recommendation 7: The Prothonotary's Office should
streamline data entry to the computer system.

In the prothonotary's office, court personnel uses an in-
efficient method of data transcription. Currently, the docu-
ment information is transcribed onto a scratch sheet, then

transferred to a data processing form and keypunched.

Either the scratch sheet or the data processing form can be eli-

minated, so that the document information is only transcribed

by hand once.
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Recommendation 8: 1If the court decides to microfilm
records, it should insist that quality standards be
stringently enforced.

The current criminal justice microfilm operation does
not perform adequate quality control. Film should be inspected
and tested for resolution, density and archival quality. These
tests are particularly important if the court intends to de- |
stroy.the paper document after it has been microfiimed.
TheAcourt should also insist that the original microfilm be
physically and environmentally protected from extreme tempera-

ture and humidity, and stored away from waterpipes.
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PUTEIR v e IS RN ST PO VAR DY R I

IN THE COURT OF COMMON PLEAS OF DELAWARE COUNTY, PENNSYLVANIA
CJUVENILE COURT DIVISION ,
IN THE INTEREST OF: : :

: : y o +J.V.
" (Child) ’ (Number)

a minor

Media, Pa.,
(Daie)

y J.

(Judge)

ADJUDICATION AND ORDER FOR. FURTHER STUDY

AND NOW, this day of ‘ 19 , alter hearing and based
upon the evidence and/or admission, the Court finds the above juvenile has committed (a) delin-

quent act(s) beyond a reasonable doubt and so adjudicates said child in regard to the petition(s) of

(Date(s))

It is further ORDERED that the casciagai.nst said child be and is hereby continued for fur.thor

.
e % Tuv

study and 'plla'nn.ing.

BY THE COURT,

L
o . Judge
¥
& [ v A N
* by
\ . v o en DAY RS . L " bl !
.
. (]
" o e D
“«.'\ .t Chye vy . ‘. '.".' ." * P
' . d o Ve s




GERERAT, FORM PARAGRAPHS

TESTAMENTARY TRUSY

-

1, By this p:occedlng, the above named accountant prcscnts (accountants
present) his (her, its, their) account of the trust

. (first, etc.
. » funds dn his (her,

to him (her, it, them) pursuanL to decedent's last Will and lcsLumenL

.
: s k3
5
'y

2. By Article (Paragraph) of his (her) Will, the testator
(testatrix) : )

The subject trust arises by virtue of .

-

'3, The petitioner avers (petitioners avcr) thaL the reason or purpose of

its, their) custody, consisting of assets transferred

the filing of the subgect account is occasioned by

&, .The petitioner avers (petitioners aver)- that all parties in interest
~ are living, of age, and sul juris™ (list here any exceptions), and have
-~ had notice of the filing of the account, the -Statement of Propecsed
Distribution, and of the time and plsce of audit. .

5. The petitioner avers (petitioners aver) ‘that the trust is (lS not)./
subject to Pennsylvania inhcritance or estate taxes/ and such tax
has (has not) been paid. :

6. The petitioner avers (petitioners aver) that there are mo unpaid
- claims against the subject estate of Vhlch he (she, they) has (have)
notlce or knowledge. -

7. In comformanpe with the decedent’s Will (Will and Codnc11(s)), tHP
Statement of Proposed Distribution, and subject to such distribution
as may heretofore properly have been made, there is awarded unto:

&, Distribution may be made in kind, and a schedule thereof is

9. Distribution may be made in kind.

10, The petitioner is (petitioners are) dlrected to flle a Schedule of
. Distribution.

-
g
.
-
-
-
-
-

not required,



- anthony J. Voci
pirector
pomestic Relations Division : ;

TO:

;“M

s F YRS AT BRI s R RS WTTT

DOMESTIC RELATIONS OFFICE o
OF DELAWARE COUNTY '
MEDIA, PA, 19063

Telephone
B91l-2481
RE: : 4 Date

We received your (Petition) (Complaint) in the above case.

Will advise you of disposition. A hearing is set for

The Respondent failed to appear in our Court and an attachment
has been lssucd We w111 advise.

An Order of Support was entered, A certified copy of said

order will follow.

e are unable to service ahove case.
located at last address given.

Defendant cannot be
Submlt better address.

Defendant is not in our Jurisdiction.

" Attached is a copy of corresoondence received by us which we
are forwardlna for your lnoormatlon and/or action.

.

Please take
Please advise

We received a complaint from the Petitioner.
appropriate action to .liguidate arrears.
concerning action taken.

Ve acknowledge your request for Increase
Vacate .

Reduction
A hearing is set in the above case

Our request for Reduction Increase Vacate is

forwarded due to the circumstances below in line marked "Other".

Please give reason for requesting a hearing in above case.

Please submit additional facts =~ Test;nowy as proo¢ for
request. PR

The Qrder of Suooort was recent¢v ewecutcd and the s;tuat;on
has not changcd surf;cxcntly to merit a review,

visitation, as arranged by this Department, is by cooperation
and agreement only. If either party falils to comply dction

"must initiate in the proper jurisdiction.

N
} Tr L Reytmeygda
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APPENDIX D

Sample Application of Word Processing for Preparing Orders.

.

Microfilm and the Courts: Reference:Manual, °
(Denver: WNational Center for State Courts,
Publication i{o. R0O30r, 1977), pp. 13 - 19.

4;4 STANDARDIZED COMPLAINTS, JURY INSTRUCTIOHNS, AND ORDERS
4.4.1 Description | .

Many documents.can be generated by coﬁbining standardized paragraphs
with the ﬁecesséry variable Information. The;e paragraphs must initially be
composed, recorded,, and assigned an identification pode. The author can then
;éfer to the paragraphs by code number and tﬁe‘operator inserts the paragraphs
iﬁ‘tbe reqhitéd-é&ftiOns"of thé-décumént{?‘ .f'-A ot T.

(a) Complaints, etc.: Generally charges agalnst a person contain

standardized language from the statute, plus some factual information relating
to the case.

(b) Jury Inétructions: Many courts have already standardized their

Jury instructions and maintain them in looseleaf form. An editing typewriter
could printout the required instructions witﬁ insertions made for specific

information relating to the case (for example, defendant's name, important facts).
L, pie, del P

”

A typed copy would then be available for each httorney and for the jury to

review upon request.,

s

[
A% .
J .

9 : o
<"Required for selected malling approach: . .. ¢ v Can

4~ 13
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b (c) Minute Orders: Most orders rendered in court conform to certain
- gtandard phraseology. Instecad of transcribing the oxder verbatim from the
juage, the form of the order plus any variable information could be noted and

a more standardized order brepared for the judge's signature.lo

4.,4.,2 Assessment : L.

(aj Benefits
-~ standardized paragraphs save both the author and typist time

and efforL.

- standardized language promotes clarilty,

- special circumstances can still be Bandled using original
paragraphs.,

(b) Drawbacks

~ some judges may not be receptive to rigld structures for
oxders or to orders which are not verbatim,

4.4,3 Performance

PRODUCTLVITY : COST BREAKR~

-Percent Percent POINT**
Pages/day* Improvement Cost/page Savings Pagealday
" STANDARD ELECTRIC LT " '
Y TYPEWRITER 23 . -
TEXT EDITING SYSTEM
Limited 85 - 130 270% - 465% $.30 - $,40 70% - 80% 7 -8
: Typewriter-based 85 - 130 . 270%Z - 4657 - $.,40 - $,60 607 - 70Z2 |13 - 15
- ~ Video Display 180 - 250 685% - 985% $.25 - $.35 75% - 85% |22 - 23
*200 words per page - ‘ - ) IR

-

**Minimum daily production for this equipment to be cost—jugtified when
dedicated for this application, :

STa

1 0 : ' . )
Forms depicted for this application (Figure 4.2 to 4.5) were taken from
the Applicability of Word Procoeeinv Methods in the Clerk and Recorder's .

Office of the Ventura Countv, Callfornia Superior Court: American lnivcrbity,

Criminal Courts Technical Assistance Project, Emest S Short, July, 1975.

. . vy
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-
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4.4.5

Procedures

(a) Settinp Up the System

"~ Determine what information can bg forﬁcd into standardized
‘pardgraphs.

~ Record each paragraph with an identification code, ' ‘ !

~ Give each author a guldebook of standard paragraphs and
numbers.,

~ Prepare a check box form to enable the author to identify the
required paragraphs, the order in which they should appear,
end any variable information. [See Figure 4,2,]

(b) Operating the Systenm

~ Auvthor fills in the check-box form and'prepares the variable
parts of the document. [See Figure 4.3.]

~ Operator types the variable inforﬁatioﬁ on the second medium
and transfers the standard paragraphs-at the appropriate
location. [See Figure 4 4,7

~ Operator plays back the entire assembled document. [See ‘ i
Figure 4.5.]

Text Editing System Features

System Type:

Video Display Text Editing System (acceptable) . .
Limited Text Editing System (acceptable) 7 :
Typewriter—based Text Editing System (acceptable) R

.
. . D .

O - - * e
. - .0 H ° . .

Media: tape, floppy disP

!

Stations: 2 (tape) . . ‘ : y

1 (disk or random access cartridge)

Keyboarding: standard

Editing: standard

Printing: high quality

programmed assenmbly
switch codes

=  Other:




W OSSN WNM

170

180)
: 19()
o200
21
58
. 23(0)
! 24()

250)
. 260
L 270

! 29
300

310
320

‘ 33()
L340
o 35()

36

SUPERTOR COURT STATE OF CALLYORNIA
COUNTY OF VENTURA

DATE 3 . , . ) ‘
TIME: ’ . e
JUDGE:

DEPUTY COUNTY CLERK:

DEPUTY SHERIFF: PRI

COURT REPORTER: ‘

PETITIONER: ~

COUNSET, APPEARING FOR PETITIONER: g
RESPONDENT: i
COUNSEL APPEARING FOR RESPONDENT:

CASE NUMBER: .
NATURE OF PROCEEDING: 13() Dissolution of Marriage
’ () Rullity of Marrilage

() Legal Separation

" Above matter comes regularly at this time upon assignment from

- 128().

the Master Calendar Department.

On proof made to the satisfaction of the. court, the court finds:
That court acquired jurisdiction of respondent on

by .

Service of Summons and Petition.

Respondent having appeared on that date.

Respondent having filed stipulation, appearance & waiver. -

Respondent not having appeared within the time permitted by law,
Defzult having been entered for failure to appear.

Affidavit of publication of summons filed,

Respondent personally served by reglstered mall with copy

of summons and petition
Court orders default of
Petitioner is swomrn and
Respondent is sworn and

outside of state on
respondent entered.
testifies. V
testifies.

Court "having consicered. the evidence finds that irreconcilable
differences exist which have caused the irremediable. breakdown
of the marriage. :

The matter is duly submitted to the court and it is

adjudged:

That an interlocutory judgement be entered declaring that
the parties are entitled to have theilr marriage dissolved
That judgement of nullity of marriage be entered.

That judgement of legal separaticn be entered.

As set forth in the signed order now submitted.
As set. forth in the proposed judgement.on file herein.
Counsel is directed to prepare and submit for court's

signature a formal order consistent with the order made

herein.

ROBERT L. HAMM, County Clerk By

Marriage
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Example of Draft Minute Order
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SUPERTOR COURT STATE OF CALYFORNTIA
COUNLY OF VENTURA

DATE:, Dovil 24, 197
TIME: .30 AR 3 .
JUDGE: ¢. AvAns
DEPUTY COUNTY CLERK: Qelty Rull:
DEPUTY SHERIFF: Robect Gray
COURT PEPORTER:
PETITIONER: Chylirs Gell .. :
COUNSEL APPEARING FOR PETITIONER: Swwmels R Qlaek
RESPONDENT: Ken S. Qe ‘
10 COWNSEL APPEARING FOR RESPOWDENT:
11 CASE NUMBER: {340 :
12  NATURE OF PROCEEDING: 1367/g;ssolution of Marriage

() Rullity of Marriage

() Legal Scparation
16  Above matter comes regularly at this time upon assignment from
the Master Calendar Department.,

.

wooNAAUMS~NLONM

On proof made to the satisfaction of the court, the court finds:
176y That court acquired jurisdiction of respondent on %&Q§4 Vo, 197s8

186) Service of Summons and Petition.
190) spondent having appeared on that date.
20 Respondent having filed stipulation, appearance & waiver.

21§g Respondent not having appeared within the time permitted by law.
22() Default having been entered f{or failure to appear.
23() Affidavit of publication of summons filed.
24 () Respondent personally served by registered mail with copy

of summons and petition outside of state on
25&;/§dﬁrt orders default of respondent entered.
26 (Y Petitioner is sworn and testifies, | o
27() pespondent is sworn and testifies., : .
28 Court having-considered, the evidence, finds that, irreconcilable_- .

" differences exist which have caused the 11rene01ab1e ‘breakdovin -
of the marriage.

29 The matter is duly submitted to the court and it is

djudged:
30 That an interlocutory judgement be entered declaring that
the parties are entitled to have their marriage dissolved
31() That judgement of nullity of marriage be entered.
32() That judgement of legal separation be entered.

33()"As set forth in the signed order now submitted.
34() As set forth in the proposed judgement on file hcrein. ' .
35() Counsel is directed to prepare’ and submit for court's

signature a formal order consistent with the order made

herein,

36  ROBERT L. HAMM, County Clerk By

Marriage

. S
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Figure 4.3: Example of Completed Draft Minute Order

o ) e )
. ‘ R . o . ] o P .
"',.n' R S A ] ". ) . [ 'l“-- 17. L . ’ [0 X A ' . o,
e . . . D

¥ . e . it . * y ‘o
* S Vot S . e . . - . .

.




W 00O BN N b

April 24, 1975
8:30 AM
Lawrence Adams
Betty Bull
Robert Gray

Phyllis Bell
James R. Black
Ken S, Bell

D1340

s N,
ety

13, 16, 17, April 11, 1975, 18, 20,26, 28, 29, 30

Figure 4.,4: Variable Information
‘ Recorded onto the Media

4 - 18

v




- ?:'ij';?

3 e o

SUPERIOR COURT STATE OF CALITORNIA

COURTY OF VENTURA

DATE: April 24, 1975 2
TIME: 8:30 AM 4
JUDGE: Lawrence Adams '
DEPUTY COURTY CLERK: Betty Bull

DEPUTY SHERITF: Robert Gray

COURT REPORTER? .

PETITIONER: Phyllis Bell

COURSEL APPEARING FOR PETITIONER: James R. Black
RESPONDENT: Xen S. Bell

COUNSEL APPEARING FOR RESPONDENT:

CASE NUMBER: D1340 - :

NATURE OF PROCEEDING: Dissolution of Marriage

The above matter comes regularly at this time upon assignment
from the Master Calendar Department, On proof made to the satis-
faction of the court, the court finds that the court acquired
Jurisdiction of respondent on April 11, 1975 by service of summons
and petlition; respondent having filed stipulation, appearance and
waiver. ' ‘

Petitioner is sworn and testifies.

The court having considered the evidence finds that irreconcilable
differences exist which have caused the irremediable breakdown of
the marriage. .

The matter is duly submitted to the court.and it is adjudged that
an Interlocutory judgement be entered declaring that the parties
are entitled to have their marriage dissolved as set forth in the
signed order now submitted.

ROBERT L, HAMM, County Clerk . By

Marriage

Ll

4

Figure 4.5  Completed Minute Order Printed Out by System
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APPENDIX E.

In the County Court in and for the
County of.

COLORADO MULTIPLE-PART IMDEX/REGISTER OF ACTIOHS CARD.

REGISTER OF ACTIONS
FELONY VS

John Docoman

Colorado State Pen.

Premont

Defendant 71
Addicss

PEOPLE OF THE STATE OF COLORADO

Case ¢

and the State of Colorado, Canon City, CO 80321 Divfludee Hilson DOBA4-4-53
Attomney for defendant _ Public Defender
CHARGES: Complaining officer or witness Tim Watkins, csp
el__lanc. P Complaint filed _4-20-77 __ _ Warrantissucd __A4=2=77
STATUTE___18-3-401 Summons issued , 4=8=77 .. # 42136BA____ Return date A=10-77. .

62.__)st Degree Murder

STATUTE___168-3-102

Charges

First appearance _4=10-72 9 a.m.

Advisenent

e3___FEscape Set PH 4~25~77 9 a.m.
STATUTE __24-6-361 : PH 5~15-77 10:30 a.m,

¢4 Bail set at ; Type
STATUTE Surety -

*5 Bond reduced to Regurnable
STATUTE Bond filed Type

Receipt #
FIRST APPEAPANCE/ADVISEMENT ’

On 4-10-77 , defendant appeared bafore the court T with counsel,
O vithout counsel, was advised of hn/hcr rights, the nature of the charges, the possnblc penalties of the oifense, and the right o a

preliminary hearing. Complaint to be filed by._4-20-77 . DA advised __4-10-77 JJudge Wilcon
Tape # _17-21 On 4-25-77 , defendant appearad br:fmc the court i with counsel (BN)__Joo Seibkh_ o,
O without counsel. Preliminary hearing O veaived £3 demanded and set for 5215=77 10:30am__. Request fied ‘
Indigency forms completed 4-25-77 . Counsel 2ppointed .Judge Wil =on -
Tape # = .

PRELDMINARY HEARING o
On___5-15-77 , defendant, by and with counse], Pub. 'Def. Joe Smith and the District Attomay, .-

by Don Bedder , deputy, appeared before the court and hearing held.

ORDER

Having considered the facts as presented by the testimony and the evidence and being fully advised in the premiscs, the court orders:
(3 That probable cause has been shown as to charges. 4 _1&3 and defendant is bound over to District Court toappear

- on $5-29-77 in Division and bond is transferred to District Conrr, Case »
CZThat no probable cause has been shown as to charges £2 . O The defendant and bond are dischargez,
Tape e 17-28 Judge. ISIL
(OR) TRANSFER WITHOUT HEARING

Preliminary hearing O having been waived [ not having been demanded within the period set by law, defendant is bound over to Distsizt

’ court to appear on - in Division and bond is transferred to District Court, Cass
.
Date. Judge,
(OR) AMENDMENT AND PLEA ’
On 5-15-71 defendant, by and with counssl, _Puh. Do€  Jop . Smith , and the District At(orz‘.:"

by...Don_ Badder

were added charging the defendant with: .
Indecent Exposure 18-7~202 . instead of charge « 1

Eluding a police officer 42~4-1512 instead of charge 3
to which charge(s) the defendant entersd a plea of D Guilty 03 Nolo Contendre. The court entered judgement aginst the defendant az
mposed the following sentence:_Fine of §100 for each court anc 30 days in jail, each count, tac o

be scrved concurrently.,

deputy, appeared and upon motion of the peoplz of the State of Colorado, additional counis

4
<

s further ordered that:
X Charges 2
3 Preliminary heanng on charges

be dismisscd.

be continued at the request of the people and the defendan:

1o,
Tape o _77-28 Judge_____ Max Wilsen
JOF 236 (USL REVLRSE SIDL FOR ADDITIONS TO ALLATEMS

un OR OTHLR SILCIAL INFORMATION) r



INDEX C{XRD PART OF MULTIPLE PART FORM.

n

REGISTER OF ACTIONS PEOPLE OF THE STATE OF COLORADO

FELONY Vs s ‘Nt
In the County Court in and for the John Doesman Defendant 77 1 oes 064 ‘
County of__Frencnt Colorado State Pen. Address  Case # -
and the State of Colorado, ,-Canon Citv, CO A0321 Div/Judge Wilnon DOBRA-4~53

CHARGES:
el Pare
STATUTE ___18-3-41)
2 Jat Dearce Nurdor
STATUTE_._18-2~3172
¢3,.__Escape
STATUTE __14-F~32)
4
STATUTE
#5
STATUTE

H

- Bondreducedto_______ Retumnable

Attorney for defendang _TPublic Defender
Complaining officer o watness Tim Wathins, €S2

Complaint fed ,_4-20-77 ___ Warrantissued - 4-2-77

Summons issucd _4=8-77 # 421355n Return date A=1g-77
Charges
First appcarance _4=10~77_9 2.m.  3wisorent
Set PH 4~25-77 9 &.m, )
Pi £=15-77_X0:39 a.n.
Bail sct at Type
Surety

5 Bond filed Type Receipt #




APPFNDIX F. DISTRICT JUSTICE FORM WITH MAILING ADDRESS FOR WINDOW W\M.OPL.

CVNS Al

l’ - )
c:'znmNAL COMPLAINT {POLICE) f'b',j-.(‘\‘f'} COMPLAINT NUMUER YEAR TYPE  NUMGLR
ol e L% = E N
e ; r( $e e ?'(a 5

2\;((:] Tty Complaint Nuwmbers if Other Participants

’ ' 4 h '\.) .
. Ayt i s, . ~
JUSTICE OF THE PEACE L/*’f‘dw/‘f" w2 . : ’
. MAGISTERIAL DISTRICT NO, -

INCIDENT NUMBER {UCR NO, OTN

)
1 .
.

COMMONWEALTH OF PENNSYLVAN IA

¢ ‘ DEFENDANT: VS.
name | ’
. oo [FOR HINDOW ENVELOPE]
* () ‘ A - -
{Nanic of Affiant) ) ADDRESS .
- — e R.S.A.
(identify departinent or agency represented ond political subdivision) AKA . . .
~ding at
rereby state under oath or affirmation, to the best of my knoiwledge, information and belief:
] TIaccuse the above named defendant, who lives at the address set forth above or, '

1 Taccuse an individual whose name is unknown to me but whois described as

[J his nickname or popular designation is unknown to mc and, therefore, I have designated him herein as John Doe:

with violating the penal laws of the Commanwealth of Pennsylvania at S —
. (Place-Folitical Subditvision;)

in County on or about
Participants Were (if there were participants, place their names here, repeating the name of above defendant):

The acts committed by the accused were:@

-{ which were against the peace and dignity of the Commonwealth of Pennsylvania and contrary to the Act of Assembly,

-1 violation of i and _ _ of the Act of
I . . {Section) (Sub-section) .

e Ordinance of

(Political Sub-dwviston)
1%sk that a warrant of arrest or a summons- be issued and that the accused be required to answer the c‘mrgm I
have made. [ swear to or affirm the within complmnt upon my knowledye, information and belief, and sign it on

[ , 197 . before ‘ . , :

4 . : L CSignature of Affuant)

R o ; ’

Personally appeared before me on ‘ , 197 . the affiant above named who, being duly
;“0“‘ (affirmed) according to law, sianed the complaint in m\ presence and deposed and sard that the facts set
OTth therein are mxo and correct to the best of affiunt’s knowledge, information and belief. :

(SEAL)
EN( n, . (Tssuing WYY,
X "“‘N! bt :\nf\"“ date ‘ 197 , Teertily the complaint has been properly sworn to and

Me, and that there is mnh hle e ause for the issuanee of proceess,

ey

i s———












