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PREFACE

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

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

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

provided for additional notations.

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

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

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

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

i

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how monies are deposited and withdrawn, the accounts which are mafntained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

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

SAMPLE FORMAT

CASE REFERENCE NO

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

DESCRIPTION

FORM

NO.

STATUTE
oR
RULE

PROCEDURE

COMMENTS

{Topic heading)

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

£x. 1

(The form number is
the official number
appearing on the

form, )

$-183

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

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

a.

v

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

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

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

By statute, the Clerk is required to:

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

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

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

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

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

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

Court rules further require that the Clerk:

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

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

1




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

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

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

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

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

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

accorded each.




CLASS TITLE: DEPUTY CLERK (SUPERIOR COURT)

Al

CLASS DEFINITION:

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

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

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

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

IL.IUSTRATIVE EX2MPLES OF WORK PERFORMED:

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

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

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

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

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

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

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

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

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

To do related work as required.

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

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




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

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

EDUCATION AND EXPERIENCE:

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

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

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

July *, 1967




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

. - ‘.. \

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

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

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

TLLUSTRATIVE EXAMPIZES OF WORK PERFORMED:

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

as zssigned to perform any of the follewing:

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

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

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

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

To preparz the calendar ar dockst for amy given day.

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

To do relzted work as required.

REQUIRED QUALIFICATIONS FOR ABPOINTMENT:

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




EDUCATION AND EXPERIF2CE:

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

and application of rules and regulations. . o

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

July 1, 1967 . R ST L




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

)

Y

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

and responsible nature requiring the exercise of independent judgment

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

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

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

ITLUSTRATIVE EJAMPLES OF WORK PERFOIED:

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

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

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

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

To compose and type rcoutine letters,

To trazmscribe from dictating machize records.

To cut stencils,

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

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

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

To staple znd assamble matsrial for distribution.

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

To recesive, stock, and distribute office supplies,

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

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

To do related work as regquired.

REQUIRED QUALIFICATION FOR APPOQINTLIENT:

IOWLEDGES, SKILLS AMD CAPACITIESf A working knowledge of office

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




EDUCATION AND EXPERIENCE:

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

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

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

Revised
June 30, 1957




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

the required information.




Employee Information

CASE REFERENCE NO. -

DESCRIPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Payroll Information

New Emnloyces

Time Sheets

Pay Periods

Incentive Program

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

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

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

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

10

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

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

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

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

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

5778




Employee Informatian

CASE REFERENCE NO.

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

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

1
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Employee Information

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR

RULE

PROCEDURE

COMMENTS

(1) Blue Cross/Blue
Shield

{2) RIGHA

3. State Retirement Systen

4. Credit Union

5. Savings Bonds

6. Annual Leave

RIGLA
36-8

RIGLA
36-6-16

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

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

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

Retirement is mandatory on the first of the

month following the JOER (seventy) birthday.

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

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

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

Payroll deductions for retirement equal §
percent of annual salary.

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

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
Oon

RULE

PROCEDURE

COMMENTS

7. Sick Leave

8. Holiday Leave

9. Military Leave

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

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

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

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

PROCEDURE

COMMENTS

Military Training
Leave

10. Leave of Absence
Without Pay

11. Court/Jury Duty

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

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

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

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

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

Ordered Printed bv—
House of Representatives

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

... State of Rh_odeflsland and Providence Plantations

JANUARY SESSION, A, D. 1976 . |

AN ACT Establishing Incentive Fay Plan for Court
Clerks,

It is enacted by the General Assembly as follows: .

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

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

in the feld of court administration or law enforcement.

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

19




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

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

.. American bar association..

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

"“3.41.4 ELIGIRLE EDUZATION.—No credit shall

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

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

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

- authorized and directed to draw his orders upon the

general treasurer for the payment of such sum or so

much thereof as may be required from time to time,

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

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

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

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

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

.....

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

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

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

YLl 0.,

Administrator (§tate Courts
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ATTACHMENT B

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

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

5.06121 Employees with such service who are on a standard 35

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

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

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

Introduction

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

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

Itross-references to other handbooks are included for areas which

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

1.1

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

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

increase with experience.
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Office Procedure
Counterwork

CASE REFERENCE NO.

DESCRIPTIOM

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Opening the mail can be a time-consuming activity,

particularly in courts of high volume. It is

important to open mail as early as possible before

other court work intervenes.

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

b. lole-punch papers for case file.

c. File-mark all papers.

Savarate papers into calegorins:
Motions

New Cases

Miscellaneous Petitions/Probate Appeals
Civil action filings

Criminal Appeals ¢

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

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

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

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

see below for further instructions.
1.1

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

CASE REFERENCE NO.

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

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

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

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

signature,

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

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

case e Tabel,
(I

DY




CASE REFERENCE NO.

Office Procedure
Counterwork

STATUTE
oR
RULE

bESCMPﬂON FORM| NO. PROCEDURE COMMENTS

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

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

dered. responsible for making out executions;

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

to be picked up and recorded by honkkeeper.

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

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

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

b, Place in chronological file.
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O0ffice Procedure
Counterwork

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
of
RULE

PROCEDURE COMMENTS

Case File Uithdrawn from
Office

[
1. tiotorial Certificates

2. Deputy Sheriff
Certificates

Ex. 3

S-168

RIGLA
42-30-14

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

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

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

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

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

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

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

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

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

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

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

CASE REFERENCE NO

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

{release of attach-
ment)

for the requestor to

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

a,

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

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

If no action, complete certificate and issue
to requestor,

[.5

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

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
aft
. RULE

PROCEDOURE

COMMENTS

4. Request for Records

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

a. Request case number and case name.

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

c. Call appropriate Records Center to request
record,

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

e, Return case file to Records Center,

1.6

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

This is procedure in Newport.

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

0ffice Procedure

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

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

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

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

hold on to paper; file-mark and return.

1.7
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Office Procedure
Clerical Procedures

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on

RULE

PROCEDURE

COMMENTS

Chanye of Venue Ordered

Case Transferred for
Hearine

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

Court.

When the entire case has been transferred,

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

a.

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

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

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

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

Cases which are transferred for liearing only re-

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

a.

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

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

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

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

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

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

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

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

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR

RULE

PROCEDURE

COMMENTS

Depositions

Transcripts

Upon receipt of deposition from court steno-

date, “deposi-

grapher: :

a., File-mark,

b. Pull case file and docket page.

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

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

e. Return case file.

Upon receipt of transcript from attorney:

File-mark,

Pull case file and docket page.

Enter on docket/face sheets:
script filted."

date, "tran-

See procedure below, "Notice of Appeal to

Supreme Court.*

1.9

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

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
AULE

PROCEDURE

COMMENTS

Certifiad Copy

Upon request for certified copy:

a,

b.

Collect and record fee.

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

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

Affix seal of court.

Give to requestor.

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

Office Procedure
Clerical frocedures

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

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

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

g. Give to requester,
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0ffice Procedure
Civil Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Now cases

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

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

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

place in appropriate bin for new case
processing.

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

See individual sections below.

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

nunber to be assigned.

See "Money deposited with Court.”

See next page.
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CASE REFERENCE NO.

0ffice Procedure
Civil Records

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

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

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

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

CASE REFERENCE NO

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

and/or summons).

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

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

(take address from complaint).

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

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

File in alphabetical order in proper index.

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

Name of case,
Attorney names.

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

114

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

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

Office Procedure
Civil Records

STATUTE
on
RULE

DESCRIPTION FORM} NO. PROCEDURE COMMENTS

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

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

Docket entry

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

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

Motions, see “"Motions."

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

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

Writ of Mandamus: now CA complaint

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

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

Zoning: now CA complaint

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

Reference List

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

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

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

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

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

Civil Action

A1l former equity
matters

Writ of Mandamus

Partition

Cloud on title

Zoning

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

cost of proceedings has been waived.

1.18
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Office Procedure
Civil Records

CASE REFERENCE NO

DESCRIPTION

FORM

NO.

STATUTE
of
RULE

PROCEDURE

COMMENTS

Case Processing

Arbitration

Dissolution of Non-Business
Corporation

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

documents filed and issued (except motions).

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

a. Assign MP number.

b. File; entries to Miscellaneous Petition Docket.

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

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

d. Certify as to date of appearance of ad.

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

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

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

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

5/78




Office Procedure
Civil Records

CASE REFERENCE NO.

STATUTE
oR

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

1.20
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Office Procedure
Civil Records

CASE REFERENCE NO.

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

Condemnation

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

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

On those concerning the Director of Public Works,

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

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

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

CASE REFERENCE NO.

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

Publication by Newsnaper

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

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

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

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

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

[.22
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Office Procedure
Civil Records

&

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
anr

RULE

PHOCEDURE

COMMENTS

Publication by Newspaper,
cont'd,

. Refer to Order of Notice to determine when and

where publication is to he made.

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

to (newspaper) date."

. Send copy of Order and letter indicating dates

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

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

. After pubitication, get copy of ad and certify

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

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

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

5/78




Office Procedure
Civil Records

CASE REFERENCE NO,

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

1.24
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0ffice Procedure
Civil Records

CASE REFERENCE NO.

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

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

1) filings of documents received through

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

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

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

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

1.25

+

Headings should reflect change in counsel if

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

Not & requirement in Newport,

BYA B




CASE REFERENCE NO.

Office Procedure
Civil Records

STATUTE ’

DESCRIPTION FORM] NO. O PROCEDURE COMMENTS

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

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

by $10 and Notice of appeal hy $20

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

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

indicate whether filed by plaintiff or defen-

dant and name if there are multiple plain- g

tiffs (defendants). : -

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

Any document issued by the court, such as ci-

tation or bench warrant.

If affidavit, indicate who filed and as to

whom.

Orders, Stipulations, Entries should include:

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







Office Procedure
Civil Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Court Action/Hearings

Court Action/Trials

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

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

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

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

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

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

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

W




Office Procedure
Civil Racords

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

PROCEDURE

COMMENTS

Court Action/Trials,
cont'd,

courtroom clerk's signature.

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

1.28

See"Entry of Judgnent."”
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Office Procedure
Civil Records

CASE REFERENCE NO.

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

1) Motion Calendar Matters

Motions

categories:

I} HMolion Calendar
2} Formal/Jdury Matters

These motions may be either

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

a. Separate into above lwo calegories.

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

to be entered,

1.29

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

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

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

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

O




CASE REFERENCE NO.

Office Procedurs
Civil Records

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

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

1.30
5/78




0ffice Procedure
Civil Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
oR
RULE

PROCEDURE

COMMENTS

Automatically on Calen-
dar Motions

Motions to Dismiss

Multiple-Case Motions

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

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

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

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

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

b, Circle one case number on each copy.

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

Remind attorney, where possible, to include

duplicate copies. ,

5778




Office Procedure
Civil kecords

CASE REFERENCE NO.

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

Continuous - Jdury

¢. Place on calendar;

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

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

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

case number, case name,
attorney names.

1.32

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

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

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

5/178




Office Procedure
Civil Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Continuous - Non-Jury

Formal/Special Cause

Motions to Altach

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

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

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

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

If not: return form to attorney.

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

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

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

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

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

This wotion requives that docket (face) sheet en-

trigs be made.” Retain iw separate pile so Lhat

case files are pnlled and the proper entry made,

1,33

This will be used for reference if an objection

to the motion is later filed.
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O0ffice Procedure
Civil Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
oR
RULE

PROCEDURE

COMMENTS

Woonsocket Calendar

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

a,

b.

o

Make sure date requested is a court date.

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

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

.34
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Metion Calendar Reference List

Set down automatically on motior calendar:

Motions to:

Time:

Dismiss*

Produce

Strike

Quash

Substitute (party/parties)
Default

Protective Order

Entry of Judgment

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

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

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

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

Motions entered under Rule of Court, unless objection

filed (R C P 7(b})

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

interrogatories (R. 37(a))

Compel answers to interrogatories (R. 37(a)

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

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

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

1.35 5/78




O0ffice Procedure
Civil Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OH

RULE

PROCEDURE

COMMENTS

Objections to Motions

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

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

a. Make certain proper case folder has been pulled

Check names and number.

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

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

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

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

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

Day 1 - date of fite-mark

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

.36

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

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

5/78




Office Procedure
Civil Records

CASE REFERENCE NO.

STATUTE
FORM|] NO. on

RULE

DESCRIPTION

PROCEDURE

COMMENTS

"Entered Under Rule of
Court" Motions

Motions already entered
on

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

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

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

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

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

tion, locate that page in the appropriate calendar

{continuous-jury/ non-jury }

a. Locate case number on page.,

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

¢. Make new entry Lo motion calendar.

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

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

1.37

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

CASE REFERENCE NO,

DESCRIPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Default Jdudqgments

Affidavit and Request
for entry of Judgment

Entry of Default

Ex. 13

Ex. N

S-203

S-135

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

can enter default if the conditions below are met!

Upon receipt of application for entry of default
and affidavit:

a. File-mark documents and pull case file.

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

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

d. llave documents been notarized?

appear?

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

1,38

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

CASE REFERENCE NO.

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

Judgment by Default upon
Application to Clerk

entry of default judgment must appear on two
separate pages.

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

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

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

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

1,19

L/78




O0ffice Procedure
Civil Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on

RULE

PROCEDURE

COMMENTS

Entry of Default
Judament

Answer filed by defen-
dant after Default
Judgment

default as to the defendant, but default

Judgment must be eatered by the court.

If for a sum certain: continue below:

Enter your signature in appropriate place
on torm.

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

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

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

$_(costs). DBoaok No., page

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

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

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

5/78




Office Procedure
Civil Records

CASE REFERENCE NO.

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

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

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

¢. Photocopy the judgment.

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

e. Make entry to docket/face sheet, including

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

I.a1
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Civil Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
oR

RULE

PROCEDURE

COMMENTS

Notice of Appeal
to_Supreme Court

Notice

The Notice of Appeal from judgment or deci

of the Superior Court must be filed within 20 day:

sion

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

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

tended to Monday.

No action wmay proceed on the Notice of Appeal

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

If the
to

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

of appeal without payment.

Upon receipt of timely Notice of Anpeal and fee

(or authorization not to pay):

a. File-mark Notice; prepare receipt, give

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

¢, Screen Notice for proper campletion.

Is a

transcript needed? If no mention of tran-

script, check with attorney.

Attorneys are responsible for ordering

transeripl and for prepaysient of osUinaLed

1.4?

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

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

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

Wy




Office Procedure
Civil Rerords

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
oH
RULE

PROCEDURE

COMMENTS

Notice, cont'd.

Supreme Court returns
case

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

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

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

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

g. Enter on docket/face sheets: date certified

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

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

a. File-mark opinion.

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

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

1.43
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0ffice Procedure
Civil Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
oA
RULE

PROCEDURE

COMMENTS

Supreme Court, cont'd.

e.

by Mr. Justice ___

, (state apinion
findings).

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

Mail copy of opinion to attorneys of record.

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

PMace case file in case number order,

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

CASE BEFERENCE NO.

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

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

name of attorney

court seal

clerk signature
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Office Procedure
Civil Records

CASE REFERENCE NO.

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

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

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

h. Conplete new execution form, changing date of

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

1.46

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

CASE REFERENCE NO.

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

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

a. Prepare farm.

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

:. Give original to attorney,

¥.47
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Office Procedure
Civil Records

CASE REFERENCE NO

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

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

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

c. Give original to attorney.

4. File return of service.

I.48
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Office Procedure
Criminal Records

CASE REFERENCE NO.

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

Indictment {red folder)

Information (green folder)

Criminal appeals
hiue folder

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

a.

g.

Stamp each falder and index card with case
number.

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

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

1} defendant’s name

2) charge(s) Visted for defendant.

Place index cards in alphabetical pending file

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

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

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

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

1.49

earoers by the Clerk's Office.

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

Office Procedure
Criminal Records

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

d. Prepdre index card; place in pending file.

el

. Type 1abel for case file folder.

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

g, Place case folder in numerical file.

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

e
1.50 5778




O0ffice Procedure
Criminal Records

CASE REFERENGE NO.

DESCR|PTION

FORM

NO.

STATUTE
[211]
RULE

PROCEDURE

COMMENTS

Index Card File

Two index card files are maintained:
disposed,

a. Enter on card:

Defendant name.

Indictwent/information number.
Charges and counts of indictment.

last nane.

posed.

ﬂ. Place in disposed file.

.51

pending and

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

c. Enter date and disposition when case is dis-

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

CASE REFERENCE NO

DESCRIPTION

FORM

MNO.

STATUTE
oRn
RULE

PROCEDURE

COMMENTS

Criminal Appeals
“{Traffic)

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

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

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

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

d. Prepare index card:

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

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

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

M. Place case folder in numerical file,

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

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

1,52

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

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

for cach defendant, but kept in sane case

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

-y

CASE REFERENCE NO.

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

b. Make entry to docket and face sheet,

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

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

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

Schoo)

Daily Transmittal List

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

¢, Place order in case file folder.

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

a. Cowplete transmittal form:

Summons number,
Defendant name,
Judge naue,

O fficer's number,
Date of disposition.

el ol S e

b. Place original in file

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

No transmittal list grepared in Newport.
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Office Procedure
Criminal Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR

AULE

PROCEDURE

COMMENTS

Cqsh Bail Rpceivcd

. Complete headiny information on Rail Recog-

nizance form,

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

. Upon posting of bail, have defendant sign form

in “Release ordered" section.

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

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

. Place bail form in case folder.

. Give case folder and money to bookkeeper for

deposit Lo Registry Account,

. Place copy of cash receipt in numerical file

for State Audit,

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

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

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
oR
RULE

PROCEDURE

COMMENTS

Cash Bail Posted
UVocket bntry

Cash Bail Returned

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

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

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

1) defendant's name

2} date of birth

3) case mmber

4) charges

5) amount of cash bail

6) date bail was posted

7} name and address of individual furnishing

bail

and date."

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

:v Return case folder to file,

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

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

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

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

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

5178




Office Procedure
Criminal Records

CASE REFERENCE NO.

DESCRIPTION FORAM| NO.

STATUTE
OR

RULE

PRAOCEDURE

COMMENTS

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

. Complete Form "Order Payment of Money from

Registry” entering the Ffollowing information:
1) case number

} defendant's name

Y name of individual to whom money is to be

returned

} date order is entered

Y state the disposition of case

Secure signature of Judge.

. Give Order and receipt to haokkeeper for

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

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

. Place case fotder 1u file.

. Make enlry on cash bail index card “Order

entered for retura of cash bail," and date.

. Place index card in disposed section of 1ndex

file.

See Financial Matters, "Registry Account.”

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

CASE REFERENCE NO.

DESCRJPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Bail Forfeiture

Notice of llearing

After Hearing

RCrP 46 (2g)

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

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

a. Copy of the Motion (Petition).

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

c. Sign clerk's certificate of service.

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

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

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

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

The order specifies the date and time of
the hearing,

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

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

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

PROCEDURE

COMMENTS

After hearing, cont'd

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

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

See "Civil Records."

See "Bench Warrants.”
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Office Procedure
Criminal Records

CASE REFERENCE NO

TATUTE
DESCRIPTION FORM| NO. S OoR

RULE

PROCEDURE

COMMENTS

Posting motions

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

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

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

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

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

g. Place docket sheet in docket book.

[.69

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

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
0R
RULE

PROCEDURE

COMMENTS

_&Qyﬂlyafr@ng}§§ynncg

Ex, 25

Ex. 26

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

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

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

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

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

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

. Befendant name, counts and charges, and
statule.

. Date and sign form,

. Transwtt to Department of Altorney General
Case Contrel Division.

.60

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

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Bench warrant issuance,
cont'd

Cancellation of Marrant

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

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

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

e. Place index card in active file,

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

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

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

[.61
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O0ffice Procedure
Criminal Records

CASE REFERENCE NO

DESCRIPYION

FORM

NO.

STATUTE
ofl

RULE

PROCEDURE

COMMENTS

Cancellation. cont'd

b.

f.

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

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

Write concellation dare in warrant book.

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

g.

h.

Prepare cancellation order enteriung:

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

Transmit copies of order to;

1) Attorney general,
2) File.

1.62

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

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

T staTuTE
OR
RULE

PROCEDURE

COMMENTS

Face and Docket Sheet
Entries

Expungement Procedure

Ex. 27

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

a. Pull corresponding docket sheet from docket
books.

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

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

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

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

h. Seal records.

. Return to case file,

1.63
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O0ffice Procedure
Criminal Records

CASE REFERENCE NO.

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

1. Sentence Imposed
Defendant in Jaf)

).

h

eriod of time.

Compiete form.

Cheek to make sure Judge and Clerk have signed

form,

COriginal of Torwm 1s kept in gase fodder,

.64
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O0ffice Procedure
Criminal Records

CASE REFERENCE NO,

DESCR|PTION

STATUTE
OR

RULE

PROCEDURE

COMMENTS

Defendant in jail, cont'd.

2. Sentence Suspended
Defendant Placed on
Probation

Judgment and Disposition

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

e, Make face and docket sheet entries.

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

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

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

a. Cross out nonapplicable phrases on form.

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

¢. Place in case folder.

Defendant is placed on probation; no sentence

imposed nor suspended. This form is also used

if sentence is deferred.

a. Complete Form.

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

c. Place form in case folder.

.66
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Office Procedure
Criminal Records

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

PROCEDURE

COMMENTS

Judgment, cont'd,

Violation Hearingys

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

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

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

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

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

¢, Place index card back in disposed card file.

d. Place case folder in file,

1.66
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Office Procedure
Criminal Records

CASE REFERENCE NO.

DESCRJPYION

FORM

NO.

STATUTE
oR
RULE

PROCEDURE

COMMENTS

Habeas

Return of Habeas

Ex. 32

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

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

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

b. Enter: defendant name and case number.

c. Enter date and signature.

d. Transfer to comnitting squad.

Tﬁe comiitting squad should return all habeas

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

1.67
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Office Procedure
Criminal Records

CASE REFERENCE NO.___

DESCRIPTION FORM

NO.

STATUTE
OR
RULE

PROCEDURE

COMMENTS

Collection of Fines and
Costs
Cash
Cashiers checks
Certified checks

Ex. 1

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

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

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

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

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

.68

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

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

CASE REFERENCE NO.

DESCRIPTION

FORM

NO.

STATUTE
on
RULE

PROCEDURE

COMMENTS

Criminal Appeal to
supreme Court

Transcript Received

Supreme Court Finding

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

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

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

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

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

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

a, Make notation to docket,

b. Place case folder in file.

1,69

There is no appeal filing fee for criminal

matters.
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O0ffice Procedure
‘ Criminal Records

CASE REFERENCE NO.

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

1. Other state as demand-
ing state

Fugitive befare Court

Waiver of Extradition

Hrit of tlabeas Corpus
Granted

RIGLA 12-9-9
-10

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

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

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

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

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

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

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

Make entry to face and docket shoot,

.70

’

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

CASE AEFERENCE NO.

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

ing State

sets of requisition papers:

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

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

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

L.

See"Exemplified Copies.*
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RECEIFT

V/,g‘f‘% STATE OF RHODE ISLAND

SUPERIOR COURT
PROVIDENCE and BRISTOL COUNTIES

No. 30658

MONEY
CASH ORDER CHECX

- O O @ m,

A From \S/( U/z, _/ér_' L_ |

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

EXECUTION =~

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

MISC,; PETITION

"\l‘\

\. § -
\;.\_}’/7 %‘1’

PRUBATE APPEAL

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

NOTARY CERT. =g

HASEAS CORPUS PETITION

[

TOTAL /
sEveDay ‘4_[ l(/ By

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

5/178

I.72
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STATE OF RHODE [SLAND AND PROVIDENCE PLANTATIONS

OFFICE OF THE CLERK OF THE
SUPERIOR COURT

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

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

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

In attestation whereof, | hereunto subscribe my name, and

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

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

5-1£,8 8-73

5/178

1.73

Office
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STATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS

OFFICE OF THE CLERK OF THz
SUPERIOR COURT

Pa ! A.D. 19 .

Providence, Sc. Providence

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

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

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

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

-

s

[

Pl

e BB
(@]

o

.

oo

ca

1o

bt '._I

)
3
™

)
r

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

- AR , Clerk

OFFice
Exhibit 3




CERTIFCATE AS TO SEARCH OF RECORDS

State of Rhode Island and Providence‘Plantations.

Providence, Sc

I, Joseph Q. Calista,

Office of the Clerk

of

Date

Clerk of

the Superior Court

f

=D

the Superior Court

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

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

57 ny actlon entered in said

- examination fails to disclo

Court against in which

docket and indices

’b"< et al

alias

appears as Plaintiffs and_
appears as defendant

// V-gc@/

5/78

Witness
seal of

my hand and the
said Superior

Court, at Providence
said County of Providence

on this

/

YAREs

. "’u Ku‘t(

Deputy Clerk

/= ._daY o) f /7—1\ -

7
7

—

ice
vibit 4
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STATE OF RHODE ISLAXD SUPERICR COURT

PROVIDENCE, SC:

o
NJ
‘
PN
N

] ‘ A
/Q‘c W/ /Qﬁc'—(' DEFT:

. ltie)s) Cali a .

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

5/78

1,76 .

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

as defendant, numbered upon the docket as number

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

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

A

' ?ﬁfﬁ%‘@ 4) Cos
' v_/ cLe

ice
Exhibit §
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State of Rhnde Ialand sud iﬁrnuihem Hlantations.

Zrovidence, Sc.

L Josepin. Y. Calista , Clerk of

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

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

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

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

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

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

ing to be his is genuine.

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

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

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

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

5/78

1.77

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

Nffice
Exhibit 6
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State of Rhode Taland and Prouidenre Plantations.

&
Providencs, Sc.

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

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

Providence
gnd

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

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

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

attestation to the papers hereunto annexed is in due form.

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

to be hereunto affixed, in said County and State,

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

S-185

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

~e et e
’ S oes

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

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

To the above-named Defendant:

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

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

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

Providence, Rhode Island 02903

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

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

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

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

5/78

1.79

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

P ¢
Dated:...Harch 13, 1978 . . C

(Scal of the Superior Court)

(ffice

B-135
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SAN2LE

State of Bhode Islaud aud {rouideure lantations

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

You ara herehy requized to nauify

RENE JEWELRY, INC,  reeeeeseren oo

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

o.er knings, thzt the F2Lpondent corpuraticn,
n

~_bl°.bomccnse
T

suits apd ag

e oL AUD PR X"'"C

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

sabd poticon Shnhd got b g 1,

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

/78

b

[.80

0

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

Office
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CIVIL ACTION

TITLE oF CAsE

0ld Colony Co-Operative Bank

vVs.

Paniel J Ryan et als

FiLe No.

¢8=989

“~  DEMAND FOR JURY TRIAL

5/178

ATTCRNEYS FOR PLFF.

ATTORNEYS FOR DeFT,

~

Pgoravt atas

Perry Shatkin

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

—L»5=73

L-5-78

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

;”'5/3/78"-"

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

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

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

S

nomaad 3y Yoty

= s
7 Htaie of Rhode Island and Frovidence Plantations

.

O e S e & Gy

PROOF OF SERVICE

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

: 7 g . y

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

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

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

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

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

then residing therein,

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

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

5/78

1.82
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TATE OF RHODE ISLAND SUPERIOR COURT

» OVIDENCE, Se.

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

vs. '

YA

2N _ZARSKI
2 UND STANSELL
4¢RT BURNS

.o

Ne

FORMAL & SP?CIAE‘;ZAUSE

S«

.ested Calendar Asignment:

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

© Motor Vehicle ! '2q. O Probate Appeal

* Other Neg. 0 Trespass &
Ejectment

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

Assault O Other

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

ool

O Injunction

[

. .

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

Ixhibit 12
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STATE OF

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

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

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

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

the defendant an infant or an incompetent.

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

3 .

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

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

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

defense to this claim or cause of action.

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

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

AD. 19745,

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

Notary Public

—

/

5/78

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

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

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

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

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

/

S-203 (2-76)

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

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

1

L R
£

\\
{
b
A
ey

[ o4

[a 9
3

2

1

~

i

Book

1
~~
/-

N
t
L

.85

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

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

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

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

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

L gt
ey

NIV

PR 1

5/78

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

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

; RUDOLPH F.

FRYZEL ET AL

Vs DEFENDANT

DOMESTIC CREDIT CORPORATION

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

DEFENDAMNT

hersdy given that

(Ptunuff) (Petitraner)

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

JUDGMENT

(Defendant) (Ressancent)

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

December 16, 1975

1.86.

{J Transeriptisnat nacessary

ATTQRNEY (Printor Type)

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

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

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

. r——— s ~

T e o et LT

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

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

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

WHEREAS,

v

YL

File No.72.2.%27¢

vvv\_

..... Faenestnianisani s bans

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

judgment agninst

foe the sum of e 0 o T

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

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

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

f.u7

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

. dellarsand. ... .. 29

rents,

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

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

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

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

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

e
/‘F c/»m.&w\_.

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

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

Lenstve an the sl S et ™ ety be definds cbrhe e eee Bl dis stlokiovi i sood aec
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~ JOAN M. STIM‘?SON BcA i_,f‘:/;
AR - Civil Activn ) A _‘T\«;}

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

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

respectfully prays this court to issuc a Citution to said judgment debtor to uppear before said Courtat a timeand
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utherwise. < N
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12112 of Rhode Island and Brovidenre Blantaimm =

CITATION IN SUPPLEMENTARY PROCEEDINGS . .

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

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

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

of. . Frenklin,. Messachursits . e

B & BT GE.....0

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

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

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

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

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

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

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

- CHARLES. HDMRY. STIMPSCH,. JR. )
L :\ Eevvoeesseressesestesmme s e Sr e eeeee s 4 2R e S e 2t S Pa1 e et e aa S5 et e ee 21 e 22 mreee s e et e et eme st e en st s metren X
AR B -
. . ‘A;;D WHERE\AS, on the...cccrsnen. JOK A< WO day ol uly , A.D. .
19028y B33 o'clock a.m. at the....SUpaTion T -
Court if,,m. h*ovidence , io the County of....2n0vidence T
E..'xta ox Rhode Island, are fixed and appointed as the time and place for hearing of said appliestion. - ,/ % -
VL‘)W T‘IEREFORE you are hereby required to notify sad slso to cite said L
CHARLES, EIRY.STIMESRI,. R -t
- ﬁ?spw in person before szid Cours to be holden at Frovidsnce . - .
L e eapsres st st s SENEC T AR 107 8 =1 OO ,onthe ~ evm
8th 3y Of e Jul:r A D 190075y 8. 9530 T s A
o'clock a.m. to show cause why an examination into his circumstances should not b2 made and an ordar mwted—-*"’
ordering him to pay said julgment in full, or by installments weekly, monthly, or otherwise, and that f