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Legal signaicarxwv cour roc Bs.
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1mpottant iega% domménts 'Final Jhdémeht 6rqzers‘ in

3 '_= civil cases are oﬁcﬁbmdmg and enforceable: natganwxde ‘

for two decades or more, and criminal.convictiohs may
Adopnons ate final andbm&ing. irgin::

‘e.{'-' :

busiudss, snd industry mdmaym S
courf ‘seiting “in” muny insmnéesv One ¢

neept of records centers which. offers temoté cenu‘al
; wuge f‘og infmqumt!y accesged records _’fhs pnnmplcg

aiso ﬁransfemble. Local couft :ecmds managem m:ght
Well 10 observe records- systems in localshospitals [
. ijirance companies, both of which manage
“bersetoase files ss do uﬁj&gnng.z‘

oty ;‘Ideas and ;gehmque&gﬂm busniéss, industry, -,,j.;
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. and ""J“’“"‘s are. Wemﬂ in. “pdat%,mles and
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S /ﬁemrahzed mmtgément mwgmes I

: smdxes. amfofimng &cdnémxe&; of scﬁe in puml:minx.'
‘storage, and other records nseds. The Colorato  State

;- Court Administrator’s Office, for example, his playede

';-states them can be as manyJ_hfferent

 . kmgararzes‘t

'i.‘formsas there: are. separate amstmg ageﬁ\mes. State. and - Office of the Counts.

-+ leading role. in’ detveloping and m!p!ementinx con- .
 puterized recordkeeping, a manual records systens for .
- cuse files, indexes, and statib Mmgoﬁing, and & reten-
'f, _"tion and destruction schedul

(see p. 52 for further dis-
 cussion of the manual case pmoessing reconds system

~ A major study conducted by Georgia's Admmumi e
shlted in pmposals pemining-m ;
- several records management greas: _inventorying, feten-
. tion and dcstmcnon guides, filing andmainmme&ﬁa-
- cedures, o

smmlau'dizatmur microfilming, and

- ~equipment purchasx%} “Dver a soveral year period, the

State Court Aduinisteator’s Ofﬁm in Rhodc Ishmd hae -

'i‘i-’j ‘sysmmancaﬂy overhauled its records system by stans
,,»da_fﬂnzmg forms, revamping ﬁlmg systems and pm' e

y " dpres, and conducting a records disposition program.

- At the Iocal level, there is also much oppammty fo

v. ‘standardization and- unﬁqnmty  permitting . people
" “machines, and procedures i be: managed with less cost -

\ _and ‘greater eifgcuven&is. The mmamre to malyze !he

ures for d\.§tmcu
mclude 2 revxei»“ by a group wi

Tin 'whcther any ree:ords proposed

for destruction should be preserved fot their mgtoxical
-'value. Law enfomemem aggnu_xes‘ the ¢ gen:

: whﬂe state an& local audmx@;m Sina al "

% conduct kudl(s

o mords, are ,.1% m@fmm pubhc acms because ofﬁ:ezr»
ume must: take special pmautiens

o managzment by tixscussmibmc mcmﬂ& typu,commm

nt syssein, Chaplet;; :
' mon md Tormat af,-

-agcment. Chaptet Ii ‘;:téﬁénts A Qvémew of record: g






“and yembnne it
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Ny A important taskfér the zecaxda manager m tu mvené* :
. examplcsﬁn assomated retemxon values. ‘Hm 38800['&‘: tozy and evaiuate the records fypes that campnse the o

L ~ ton of retenuon mformatwmmth each record type :s an records system. (See “The Réi:cxﬂs Invenmry" B ?4 D

that recoxds should be“vxewedfrom the oume;aa havmga 5 ;only leams what recutd typcs co v)mse the reconds: sys- Z;, i
: j;begmnmg and an end. .7 ~ tern, but has an opportunity to evaluate the system and - -
In most courts, the vo 1€ _type, and fotm of these r minimiaa-.r duphcatwe, unneeessary records. (A re!ated :

Comphm:s, cross eomp!nints. answem
oo Warnts and other pleadisgs
Eanofeuumhppearmcea :

. -Discovery material, pmtmlordcm
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: lﬁ ﬁeconk 'munnigament should be a goal-onenuﬂ

‘ B@fc{k discussing the: compo ¢ freas ‘of & reéd
maziagement system, it is useful 1o ofitline the comtrion
< goals and objectives of trial court reconds man;zgement
-For purposes of this, discussion, goals are: defined as
Br.mg general in niture, describing the overall purpose of
_ the fecords system; objectives are more specific state-
" ments dealing with ojaemonai coricents that support the
hicvementof goals. Simply stated, *‘An organizational -

;_mpts to realize:”’ 3 Constructing broad-scords map-
-agement goals and specxﬁc opesational Objecuvcs which
- supportthie nchxevement of goals provxdes a stmcture for

= managemént planning,
el Ona genetal level, nial couxts have common goals
-xnd objectives in ‘managing their tecords systems. s:g-
. ificant differences, however, are foiind ir’how they are
. . achieved, Bnvironinental differences betwéen trial courts
. diciate a wide range.of appropriaté technologies and

. ‘procedures in"all aspects of records manhgement, Vol- -

. uine and space, for example, directly influénce whether:
7.t not microfilm or electronic data, _processing is appro- -
- prigte and if $0, in what form. The common deniominator -
“o. of the various methods is found in what the: vanous

teqhnologxes andl procedures are trying to achieve. ,
- Developing athorough, comprehensive set of goals

and objectives for records management provides a cen-

" terpost for records system policy and practice. 'l‘hepm- . .v:‘i": o

" csss of formulating goals and objectives forces manage-

‘ment 1o conaider the records syswmanwholmndasm

»‘imezm pm of court_opemaans

, lobmuvca‘ it is pouiole for. this xcpmtm set fox;h alist
pt mﬁve goals and operational objectives., Norma:

hmm!y desinble in & records system. Operaﬁonnl
objectives are more specific in asture,describing desired

" matter under considetation,” * including the
o y,preiervaﬁon of cise reccuis and other fegally =

af& all arews affecting tlie recotds: o
:’,smganupects ofnthesymm. ds

-~ gosl is a desirzd state of affairs which the orgamzauen; Sre

* " a. Court control of mcords in the:g mtake mamte. b

S f« b The provision of competent personnel dedzcmd

in pature and reflect a Value in-' e
| "f. : ’lhedevciopmentafsmndudsmg

v _.‘imi of aﬁ’airs thu pmmota and suppmt nomtwe

- g 'Ihedeveiopmentofst&ndardprocedutesforthe,‘ a

‘Snpra nohl(p,l) __ 0

. parsonto ieébnsﬁucuhcessenhal dspects of the

ther: legaf;_-j LR

té,.- and complete fecords (mfonnatxon) o
judges, Judncxal officers, court managers, and ...,
- other court personnel, and to attomeys, law .
- enforcement officers; other’ pubhc agenm%,f_:"—
litiganis, the public, and the press.
c ‘The protection of the mtcgntv of cmm records
NG through a&equate security. and design of p:oee-
* dures to miniriize, 1033, theft, or tampering. ,

4. The: secure andﬁ et handlmg of conﬁdenha -

- fecords, . : e
. e, The pmvxsxon, of2 mcords mamténan@e sys_
“which optimizes a¢cessi i

* conVenience inretrieval. . SR
é:f., The creation of ngly, accumte, meanmgﬁ:i_f’ R
" management information for caseflow, finan-.
e cial; personnel, and other manggement areas. -
B g The coondination and cooperﬂuon ith archwal; s
- and historical societies in the bxesexvauon of .
~ records with historical value. . oEE R
’I‘he minimization of costs of the records systemfj.;'f e
*in money, space, and labor in records intake, - %
mammnamc,use, and disposmom(n £ thseco- S A
L nomie expendxmm of publw funds) R RN
: 2, 'Operauonal objectives -

7 naiice, uSe, and disposition.

_'to ‘records. ‘mansgement and operations (e.g. ¢
: ;.' reconds manag¢r,nncro lmsupemso aad per- ER
“sonnel). »' | S
%, The tmmxig; ﬁnd oversight of court personnel
- who use me récmds syswm (.8 Judges, court_ :
- cletks)‘ e S
i. The agpropnate use of avaulahle tec?hnology teﬁ o
-+ suit the court’s individual néeds. S
n:1 “The minimization of the nigfibers mulcomplemf IR,
ity ofmords xxpcesmy o the operguon of‘the; S
court. L

13 forms* t b: o
._size; conient,mnd other characteristics of rec.

* ords tofaciliwe intake mainwnme, use, and“’ -

_ disposition, B
xmke: mmnt:nance, usé and dmposmun of




\ couimm!y hx documentation ‘;manm
ceduraly) Mual. . T un : L
The clinnnauun of ﬁugixcaum in 6%& cmry
forms design and use, and other aspects of the
reconds system. e e :

“The supervision: and momtonn , _fi‘@coxﬂs Io* :
‘cation, especially case: files;-dnd
adcoss as deemed appropeiate.

k “The- compat:ﬁmiy of the records sy&tem with

e mformahon Bystent, mcﬂuﬁmg the deycﬁ:pmem
ofan hlstoncal data base. .. .00

“In the context of the records lnfecycie (Figure 2) this
‘section’ presénts the management concerns. relevant to:

‘ agement concerns comprise the components of records.
-’mg records managenient goals and objectives. In addi-

" miintenance, use; and disposition,) there aré also those
. which apply to all these stages legal guidelines; equip- -
-ment, - supphes; “and,, technology; ~ information system: -
. applications} and mmaﬁ%ment and staff skllls (all the

o cqmponentf axe depicted in F‘gure 3)
* I the initi tx«fm or intake stage, some nt‘Q thie pmnary

* . management ¢
- procedures; an¢ \the reporting of courtioom events: At
. the maintenance stage; the records manager' is Concerned’
;thh ﬁlmg systeus o

- records, the major concerns. are develapment of smdﬁ&\

‘. “0 7. records manager -desls with retefition: and’ disposal’
S "schedules, microfilming, and Jonig-term storage,

U - murds enner the. system in one. of two ways: they are

- received“ffom attomeys, litigants, state administrafive
N - 'Flmida Sm& Court Systers. Tallabwsses, Flo:
" by the coust. Criminal mmplmnﬁ,pkﬁngs. discovery

- 'material, probation reports, and appéals matérial from Q-e.iﬂmofmmofrwms@:m.:mmz\ ¢
 Office andithe Wegters: Regional Offite of the Nationel Center for State -
o Cousts, mfms.ugmmmmm)‘ﬁmhx Ml

- offices, other coutts, or other sources; or they are crcated

4 Iowes trial courts o administrative agencies are common

. records Toseived from cutside the court. Records created

| ,_by thwbm m@luae fomvcnmpleted by ysdges, ctmrt- i‘ mhmociw} e

. perfaining tointake and inlitiation"of reco:
- tools for management coniyol. I-‘orms '
. take pmcedu:gs, and the reporting of cnumhom wems

i+ The development end implexhenmﬁm of a' .
retentmn/desﬂuchon scheduL for allv,recoxﬂs

- the court information system or’ ‘criminal justice o p
»iieast fout

f | m Componants uf Rqébrds Manugemenf | ’ i
) . e use of forms meeting de:s;gu standaras,» e

»gsuccessﬂ:l trial court records taanagement. ‘Thede man- ok

" management and define the nreas with which the records 'gnifs touact efﬁcxency, .unit‘onmy . ““} staud-
2 o managei‘ must deal in the course of suoc::g,sfully achiev- ‘ﬂfdm

* tionto the management concemns generated at each stage * .

‘of the court zecords lifecycle (intake and inifiation, mﬂnagemen%)n many trial cdurts 4t once. Commnnlyg’}f
" the dnsparity in forms statewide in court systems is for-. .

.ﬁhdable For ‘example, a Fiorida records menagement.
~~fmm 84 counties, about. 16,000 represented differen

gneerns gre forms ‘managernent, intake

eqmpment, mﬂexing, the records _

. 'khazards In the use. access, and dnsmbunbn ef cnu:,t@

- dressed several aspects of forins managément, including

8, file circulation control, and security e
snlized progedusss, file circilition soural, 2 y ptatewide: standardmtwn of forms and’ development of <

- (restriction of access). Atthaﬁna!stagc,dxsposmon.the“

‘Amnuonbwme ffmmgerwanaspec” “flha
initial ‘stage ‘of the recoeds’ !if@cy‘g'.».
throughout the ‘rest of the: cycle.‘ ands

em@n‘;

bencﬁ’tfm

major objecuves*
o appﬁova! and use enly’ of n
neeq;d mformahoxy G

~» use pf Torms facilisating chiicient pmcedﬁms, and i
‘s edonomic pmmng, stmbuﬁon, and xepiemshmem,/
Cofforms. ;o

in forms management is-a promising area for

K state court administration assns!ance because standaxdlzs v

ing forms statéwide is a means of developing forms

stidy found that of theymore than 30,000 forins coliected -

" wersions of like forms. 5 Most court systems suffer froma.
‘. plethora of duplicative forms. Without centralized con- - °-

trol of forms development, the niznber: and vanety of

camt forms usually becomes unwwldy. A
Mos; trial court systéms would benefit ﬁnm & mvi;.

'of ‘existing forms along with careful work in cmaﬁng new i :
-forms, xevising old forms, and ehmmkting unoecessary
* orreplaced forms, Projécts to improve forms in thecoury.

system cari be cairied out at the state or local leyel; for -
‘example, & projest in the Oregon District Canm ad-

forms design expertise in the Office of Trial Couit Serv- -
s of thie State Court A&mﬂ%mm s Office 5 t)ne of v

'L:  Initiation and intake of cours records. Mo:%t';couxtfﬁ the project recommendations was to establish a Forms

= Control. Cqmimttec composed of Judgcs, ceiirt clcrk& e

8 Koeuix. Mtk qu Axsomma. Rem

Admmhmr, April 1975, pp. 108 m R
“Oregots Biatrict’ Court Forms Froject.August mﬁ" i pm_
RRbORE
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x s !..egal Guideunes

V 6 Equi;ﬁmant. &Pﬁ%s
-] " and Technology
e ln!afmation Syste
ﬁpﬁum Sy

S ""».Manane.memanﬁsmf- FoR
/ .--_a_.sai::;‘.---: Gl £

: vce!m admimstmtom, zmd representauves af the S!ate
Court- Administrator’s Office, - gD
. “With. knowledge of existing forms andl mm uses, backup m;o:d durmg&a acti\(e hfe m‘?ahq ,QBecaust, <
-+ impYovement measures such as Standardlznmg forms, mxcmﬁlnung is an expensive reconds meghum, however, . -
-7 # glimingting duplicate forms, afd itproving forms design. ‘#ecortls managers should examine. camefully the costs and |
" can;be implemented, Forms anagement includes een- - bcneﬁts of any,,proarm befom comminnent cf couri
- tral assignment of forms conirol’ numbers The central
- yecords . manager shou!d maintain:a recopd of all the Vmg P g e
o v‘ﬁmm i thy court system by cma&ngqand updatmg gons" Repomngs qfcamrmm pracmimgs m ﬁhe source of
S trol files. The evalustion and fhanageinent of forms is much mformmém thaﬁmmbe mmrgdmmme riscutdsn
cussédin theé Fntextof a records managemcnt e
: smdy.tm page 37. Foraﬁeta:led d,nsnnssxonuf thep"mcx- cin
o5 a}f fc:m émga, B2 uppc‘ﬁdsx A, o and mahy omgy mmds are
: r definition o ’»'~?'Smcéoﬁcnﬂxewcaxdk

,:-..Smne COUts are using micmﬁlm t‘cr mdaxcs, case ieconds iub ke stage W
“files, and other active reconds, Miniaturizing records at . 1fing, and vedlyidy-»
: thnssﬁxéhumaéwnug« less space is required for S L o2
txes or other mkmﬁlm records. wh;ch sepmfhm- - evalustion it fp
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e exhibﬂs (Figare 5

contain extra ﬁ\:mdﬁxg,
i ‘-Numm fi gﬂymmsm

or other records are . essential tc@he appels:
proccs ) ! ut can presentm&’exmg and storage: pmh—

T mgcaséﬁles,apamlzul_aﬂy chalie&xglngaspectofrecoxﬂs - tons.
me oxms: is. the oxﬁgﬂy comm} of;-k' .., front

5

- mpintenance in.

< Filing systeny are an mtegra] paﬁ of clg,n' Al opers

ey system, and the equxpment dnd supplies io Store the

o materials”’,¥ Records management aften finds its genea'

in-a reaction to a shortage of file. spacc Long-terth

‘storage, microfilming, or destruction: of casé files: axe :
- -often the first attempts to deal with records maintenan

: i’i'.pmblems The maintsnance stage entails desigiation JOROf . e
ﬁle stations forcaseﬁlmﬁtﬁer/tym of records, A cugiem” fi

ﬁ!ed with alk other case files :ndmg i A 78 _;I ,;
34 78-0134 7m34 ., alxowing nor mo.=

" fions, and have been defined ss having three elements:
ek matenal 1o be: ﬁled, the classification or mgexxng

//A/h z‘ndexmg system

ey \ndﬁ‘s Wlth oveﬂapp;ngm M
prig /ﬁ Oﬁ:‘i@ dlsfﬂﬂyyl{eegmghcgl phiw
"‘“WZ unt indexes toGase file is & con

ph%wmeaxa Detmom ot&ephymwmdiaq;

; gourt records occurs through'bisiogical, physiochemical,

“and mechanical processes. mamwmwﬂ:edﬁb
uytamhmmginalamnthnﬁ‘ '

b mmmx chemis.ll action Mim ihm in iow OF
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; fthc‘!‘@lmdmah ( mity'Chrcthourt w‘:’néh is éonsxdef*"
i 'ing.-fnsnmtmg a receipt system with a follo
j ,nent., After ;Sﬁ dﬁys‘ e user would

y hxsioncal and genealoglcal pgpé‘s”@.l To meet these fag- .
tors, the ‘relatisaghip, yiwfenﬂhe vallig of a specific -

" record series and ¥iecost of fnaintainin ‘\“atmusabe take

pric - Tikely, | chgl trial &Qﬂﬁ& cai: g@vise ’thmwff
Vhaims_ using’ ‘whatever Sﬁiaw;dsg%gmdeﬁnes do

vanothgr, themby causm&tﬁs systfgm_ Se trockof the
ﬁl@. 'ﬁae tVReconier s Count has lve;l/







i P i
g e ntmn penods ford‘? ‘major typbs- of recmﬁs, A
page from theschedule cow:mig nusdeme:mor case: ﬁles

_ :.}»The Dfﬁce of Smte Court Admnmstratar m”Colerado 2
: hé& developed a retention and disposition schedule forits
e tnal;,\urts as the first partof a Colorado Records Man-
~ agenient Manal. “The manual is 2 basic working guide
“for the retention: and. dxsposmon of court records. At

. some future\date, procedutes for- reconds cteation and,
forms standam{:zauon will be published.” 19 In additio

“%0 retention reuirements; the schedulé includes e~
* rofilming requirements and- standards, destruction and
trar'nsfe’r - procedures, ‘and comments for—each. records .

the easons. for thie refention: pohcy The:

3 development of the schiedule was a collegial effort in that

- efits of the program shauld-be

méords are kemn beymﬁ m&mm& mﬂiimii

uss of unwillingness to or inertia in. mg:lgmenhn\g\

posal and destruction procedures. State and local oo,
,oxfds managers should take ndwamage of\
savings opportunities pmemcd by recor scheduk

\\f&e disposition of court records calls atfention ta ¢

issue of-iactive records mirrqﬁlmi&g* Just a8 in

‘active records microfilming program, the cost and bene

thoroughly considered -

-before implementation. Other alternatives, such nsianz"

- 'térm storage in a recoxds cenler,. may be less expensive

and more reliable. Thé cost of microfilming case-type

- ‘documens is typically $4l)per cubic foot whereas longs
: ,%&rm storage costs appmx:mately $.54 per cubic foot per

!lear Hencc, documents could be stored i records cén-
7 years befoxe the. cnat af ﬁuch

* Court Clerks thoroughly reviewed the initially. proposed -

' '-Schedule, 4 process whxch 1ed to erxswn and mﬁuement,

one of thexﬁrst pnonties' o
:@xe adeagw and bencﬁbs

urts wxﬁim thf: smze

o ; Estiblish minimum legal étanolards 5 prevan me* -

! - wmmeiy eszmcnmwf reconds- wmch would ad-

cluzen

"’_. Provide /ega! authcrity fm- t\he timely desm«: )
* - those eplieméral type records which beyond a stated

Projide a"d..ta base for the developmcn 3 standard
W) fqrms and pmcedures fcx Iheu' us;e, cqmpment

mm‘n March 1975. :

., storage cosfs are a fraction

cage in a mcords 'center yaxe"f

Mammmupg !arg v tive recbids i
mas:y office {;pace is' costly and wsstefu; Records cemei:v
: __f‘the cont for office space.

L takem. Recoxﬂs v‘xnters may hmise mﬂy cout mcoﬁs o 3
_petiod of time have no 1egal, ﬁscal admmxstrahve _,‘3

’reooxds of manygoyemmem agcnmcs m& may be main- - -

: 'mécxitem fbr dcgndmg” 'i th&uu fionz-temz P
qu hawmom will -

' "‘mmmnm,mmwommay
Conits, Aﬂmh,ﬁmsu Dawed Apiil 11, 1978, Sl







45 - records management study. - i o

o procedural nule
“+ 3 (which may be incorporated into. state codes) are mofe the use of modern equipment und procedures i e

S speciﬁc,addressmga wide range of records thanagement . - comphshmg that practical purpose. Court systems ca

""" concems such as reporting requirements, judgments, - waste. considerable sums of mioney - acquiting filing

ST ann rew_ ‘mmng%mnmhmdmdbyme e
ere .com;sly witﬁ insdequite, outdated laws, A primary tec-
viphites y and appear it “ommendation of the records manager who asm the .~
3 pendm L. 12 E‘.va!moh guidehr.es “rappmsmg records mum:mamgemt environment may very-weltbe & -
“to deteriine. their eligibility for long-term storage in

“complete revision of statutes and wles. ’me,lmmge of f: :
 records centers are discissed on 'p. _401:1 the contcztof 3 the law, formulated in years past, ususlly does sottake

"5, Legal guidelines and aurho)ztaes. Because cotrt -+ dures. Wotds tike “weli-bound bnok" “mr" 'cr
_record¢’ play such, a vntal role in-our socxety, legal “docket™ can be mcompatibla with computenzcd mé-
- guidelines anthorizing and contmmng them are found to ~ ords; lmmﬁlm selen b dcr o~
- @ greater of lesser degree in every Junsmctmn Stat. _ vations, Y Ty . :
‘musgmmns, statutes, statew:de ‘court rules, local law, o Legal gmdehna canbeanxmpmvementwhic[enm«
“and loeal court tules may have instructions or jmplica- ﬁxan a hindrance if revised in Support of a reconds man-:
" tiohs for records management. Many statutes and rules - agement progrem, Local sulss sre perhips the most
Larg antiquated to the point of amibiguity. and contradic- « available locus for such svision, Legal guidelines be.
. tion; ‘most’ fail to addxess xccards mamgemnt in. its - come a tool fof ﬁze recm:ds managcer by eatnbhshin '
ntirety : ; 0y
State/ l:onsﬁtunens n_ud stamtcs commonly ’yest author- 6, Eq:apmnt, supphes. and ~Kechmfogy. Bechusc
ity for records in an elected official—County. Clerks ora . rccords ‘management is largely @ mechanical process,
: --‘Secreta;:y- State. Access, security, and the right to - ~equipment, supplies and tecimiagy play sn impogtant -~
. privacy may alsc be the subject of state law. Statewide - role. Tecﬁnology, defined as *‘Uie technical method of =
p‘;omulgated by the' highest state court o ﬁmng 4 practi l'.pmpos; ** (Webster) enmmmsseg

“production of ﬁanscﬁpts, model iggal forms, retentxon eqmpment, expenswe file folders, forms, hound book
and dxsposal schedules, and electronic recording. fmlcwﬁlming equxpnﬁnt, and compg}ter systems becaﬁs&_
- Local nqes are more specific still,’ addressing :he par~ " economic - factors. (casﬁlbeneﬁts) are not thomughly

: ucular needs of the trial court and offermg a vehicle for - ﬂwexghed‘ L g

- gstablishing a tecords managementprogram ‘Among the > The sqmpment and technoiogy ot‘ reéonds mnag

 areas éovered by local rules are: procedures for records “ment may oF iay not involye aitomation; some of the

‘;:mcessmg, reporting tequirenients, iegal and. pmceduraio . most useful techniques aré quite simple. As the-state o
forms,. access and security, mspcmsxbxhty for manege- - the art progresses, to does the level of soph:shmion.

7 mmient, stope and -authorization of recards program aa:- fj, »'Tndatable microfiche, fo:examp]e, offers much promise
»-%vinesﬁ ‘and retention schiedules. o court systems wishing to mmnmn‘% active case files,
,aying d:sﬁ;_: ‘ advanmges ovcr ﬁimgacket sirsneim (se& '

* Ontside organizations may have authonty as well as :
"mterest in coust records, For example, somejnnsdxcnons '
: reqmmd to stbmit lists of yecords scheédule@sfor ,

destmcnon to records commissions or archival agencies ﬂechmlWal advames with recorﬂs mmmmcnt appli
Before destruction can’ take place Attorneys ‘General - cations inciude text-cditing systems, filing systems, and

- decisions, state archives directives, or other executive . reproduction equipment.!4 - Evalustion ziudehnqs i&r

* ‘branch controls may compete for’ infiuence ot court 1= 'eq;upment use and hyout mﬁ dfu&t@m 1: Aﬂ i

opds’ management, bt often such directives do not zpply s o

nformation stent apptxc«ﬁm. Rocom xym o

ovide ‘the raw-data for information  systerss. ‘Basic =0

opefauouax Yorms peovide the data base for statistical -
analysis. Whest automated date ‘prodessing. of - comt-
pittenzed mfomwm sysaems m mwlve&, machme

cowts a8 with oﬁecmuuwasmie: Courts Bave some inberent I*thmdnmymﬂwmﬁrmm

";“‘mmwmunl Monmmnkmﬁvaapemwmm_j“ Businkss Equipmen ami dhe Courts, wsmxmy htb N
. independence of j ‘brasiech of L RO0T0g, Apeil 1977 :



LS

aracunt importance. Information systems should be .
bmﬁ npon data from deily-used reconds. As court man-
agement becomes more sophisticated, information con- -
tained in teconds is %ﬂcmmmgly subjected 1o ccmmlnnon

, V-Dm promsnng is a highly Iseneﬁcxal labor savmg
-_; mmagemnr ool whcn used for appropriate functions .-
- .such as indexing, cost accountmg, -and notice produc-
“tion. Simple, highly-repetitive clsrical functions lend -

B - such-as compiterized dockctmg {case progress ‘registers -
- of actions)are more difficult to cost justify | because of the

e expense of acquiring and maintsining ﬂ“@mmaﬂd the :

. pngoing Operational costs. If duta entry takes place in_
~addition to manual clerical tasks rathe :
. piacement of them, operationsl costs iicreased. -
¢ Computerized case file information, for example, can be -
. 'a valugbls management sesource, but because these files
- ase'kept in addition to the hard-copy case files; thorough -
. consideration of "amticipated benefits is warranted before
. " implementing such asystem. The same pnncxple applies -
. touse of computem to produce statistical reporis required
by the state and desired by management. The burden of
datg entry lies with the local trial court; therefore, return
beneﬁ;s fiom use of the mfom’tatmn by local and staté

. iﬁg the information, Manual tally- ‘sheeis that gather

. statistics on individual transactions (e.g. filings and dis- *

o -~_'pmmons) aré an’ xnexpcnswe, snnplc altematnve, espe~
. cially in low volyme courts. -
8. Mandgement and staff skills, Aimost all comtt pcr-

agement is of concern to judges, admisistrators, court
reporters, and clerical pemoimel. Studies have shown -
' that fully 80-85% of costs incurred by a reconds program

kills developmenun both those
 those who uge them.

-7 scores the importance of
e ‘who managie récords a

© o ondsweais usuiily cost-beneficial. Although therecords
. manager r in miost teial cotirts iy the-vlerk, deputy clerk, W
 court administrator, some larger codrshave supervisory

Full-timé records personnel under the supervision of the
réconds’ manager miay be usugned to mnmﬁlunng, file -
‘ .supemsion o other aspects of a records-management

. Clerks t6°do nothing. but ﬁle, ;pull ﬁlqs, and keep ﬁling
ystems in order, -

ty. in fmn deﬁgu and f:bmm: may be of _ .and ‘fréquent. The
recm\is duﬁw of all élem:ai posmons ‘should: be mte-‘
. grated in support of records ‘management ‘objectives. A

- fhemselves to antomation. Other upplicaions, however, -

o5 B e

management should justify the locality’s costin provid- -

sonniel dea! with records in some capacity. Records man- -
are attributable to personnel and 15-20% aré attributable
30 equipment, supplies, . and floor space, ' ‘I‘hss under-.

~The invesiment in ,ﬁ%;sennel specuhzmg in: the' irec--

personsiel d icited to records management operations. -

Tmining is un memial ekmcn c recmds manage- :

higbiy useful tool for training pedsonnel in the records
. area is a récopds manital which pévers basic skil
and pmccﬂurésg retention: schedules, mxcmﬁ!mmg, §pe~,.
cial mstmctloﬁs, or gthcr specific. reconds management
. areas. Legal ters can be defined and cppy distribution
 guidelines presented. The records manual is a good plice
" 10 document the ob_;ectnves of a records managements
- program, explain its components to court’ personnel, and' e
 develop uniformity in recordkeeping practices. - e

. An effective personnel system for the managememf i

and: operation of a records system requires organization -
it ?'manageml and clerical personnel structurs., The
Circmt and County Courts of Orange County; Flunda,_-{ Lo
for example, have developed an effective r;cords systemk
by clearly defining managerial and clerical positions.and. -
 responsibilities. Each division (c.g circuit court civil, |
“counity court criminal) has a supervisor who mansges the
- vecords of the division and is mponsxb!e foa Vme»-Chxef L85
* Deputy Cléik (one. for civil divisiosis, one for criminal © .
_ divisions) who is in turn responsible to the Clerk and his ~ -
- Chief Deputy. hxaddmon, three special staff positionsin
- the management stucture are dedicated to areas affecting =
- the record. system:. récords management (disposition, -
long-term s:orage), data processing, and accounting, -
Within each court division, wrsénnslam oganizedscas
tobe companble with recerds processing functions. For.
- example, the Circuit. Court Criminal. Division -assigns
- positions to' the following functions: ‘intake, chasging =~
~{financial procedures), case,files and docketing, docket-
ing routine matters, docketing court. matters, subpoena L
producnon; dxsposmon, appeals; and file clerks. - S
‘Successful management of court records depends npon' e
" the people operating and managing the system: Sound
 policy, innovative procedures, and new equipment wxﬂ:
- ot automatically succsed—court pcrsonnel must make
them woik. One purpose of this document i fo assist .
** trial courts ini the development of records management_ e
_personnel eapabllmcs. enabling records managers- 10
make sound policy, devisg) mnovatwe ptoeedums, ac-.
qmrc eqmyment wxsely, nnd manqge the people operat
mg the sysbem. .

D Snsmmmy

Tlm ehapter bas pmsented an uvemew f_'tnal couft *
records management by discussing basic record types,

i . program. A particularly good idea is the dedication of - Scommon goals and ‘objectives of records management, . ,:..",'l

and the:componq;at areas that comprise a records man
-+ ‘agement system. The. nextchapter addresses the physical
‘envirotunent of fecords, discussing’ physical medis
(eompaszﬁon@gnd fcnmt) and spnce managcment con-, o



- becaiise reconds ate a dynamic entity existing in & -
: i,__ 'dynam:c cnvxronment._ Henee, mcoxﬁs shnuld be v:ewed :




> court remxdx systemancally, cogmzanwf all the compm g
"'ncms otqrecords managememsfsmﬁ‘i( Chapter 1L,

xgcozﬂs mist be viewed as & physical medmmboth mdx- Sy 1 P “P‘ff' sizay F‘”‘ almast WO Centuri
vidually and collectively; reco{ds are a physical entity paper (8% x 14) has’ been’ used m mos
“existing in s physical environment, This fact directs the tions, motions, °‘d°?$’
. attention of the yecords, anages 1o the physical composi-  SHEMHONES, R
tion and fogneat of egh ‘Tecords type,yto the -spatial “courts, but could be ¥ £
., xelationships of records, people, and equipment, and to prgpgted on k@"‘?’z? (8“‘ 1) paper
" the tetal amaunt of office space utilized by records, ~ Letter-size records a""““"’"’s“ fh "3“"““ rec-
" Many counts stilt use forms and technigues traceable’to - ‘ords: Although it is sometimes argued that a smaller size
he Middle Ages (such as reording case data in large,  °1°°t might cause’ more paper to be used because of the -
 cumbersome docket books); these courts should evaluate - need for more than oné page, this argument is mmgated

the physical cﬁmposiuonﬁaud format of their records. by the fact that letter-size paper encourages economy in’

‘- 'With respect o the spatial environment of records, maay < OrmS: design and completion, Furthermore, the argu-
poct spatia nmen maay memfavonngthesw'x 13" size does not rest on reduced

. courtshave insufficient space and would benefitby better -
use of the space that is available. All courts can benesit, « PAPer costs alone. Additional economies are found in the
* -from space planning which emphasizes accessibility and :~'_‘,’3" of standard machines, . equipment, and supplies
sexurity of recards as well as regular rcmovat ofmactivgsh which are compatible with letier-size paper. When &, -

econds fron primary office space. nan‘standmﬂ size form forces the use of other non-"

This chapter addresses thcmanagcment of mcords in ~ Standard iteras, records system costs rapidly mount. -
iit‘physlzl environment. Because case-related records Non-standard size (1egal-size) filing cobinets, for examt
are: such an impoxtant part of the trial court records ;.JM," cast about 16 percent ‘more_ than. standard size
" systém, case files ‘are highfighted in this discussion,  Qetier-size) filing cabmets and oecupy 0 percent moxc‘-;_ S
iy .__'which looky first ‘at their composition and format and f‘“ﬂfﬁvace & o

 then atthe spece planning considerations for cdse files as . THE tradional use of legal-size paper i being ques-

hole: i terials and ngnedinsevcml states, For example, the court rules ¢
& whote, Using appropriate materials and organizing the three statés—New York, New Jersey, and Oregon—

format of individual case-related records promotes their |
. effective use and mainenance; attention to space plan- - have been amended ““?‘fY the use of ”’W"Si"’?‘l’“ﬁ :
 ning and mansgement coordinates the various parts.of - %€ Appendix M). Their decision to'change was justified _
 the records aystm and proventsthe volume of records on the basis of réduced paper and equipment costs and
from consuming 100 much space. o eme "f;m":f» storage, and filming. Tabl;» Ipresents dan’
il . on cost 2nd space savin s~accm¢d b etw:'
Compasiﬁcn af Cuw-kplaml ; "’mems. T ¢ g size m

: Flarﬁling wuhf fe folder FIafﬁImg, usmg ﬂ&t,
Thephysicalmedu (com;wsmon and format) nsc:d forj: ‘:ﬁla foidex&. is e ,ommenéed for most typés of cas
cuc files and indexes should result in clarity of com- 7 {traffic: m!ﬁﬁonure A cOmmor. excwmn) Fmﬁhng is
munication, fast . retrieval, - ease ‘of handling, ‘and _ preferred over fold-filing—a system in which papers are
econommy of cost, Some: major consxderauuns@nvolved in’ . folded in‘thirds and secured: by rubber bands or vibbon
o the format of coie (ling systems are paper size (lefter- around a folded, stiff stock cover, Fold-ﬁhng hes several
S size Vi, legal-sin), file folder characteristics, colorng}‘ - dissdvantages: retriéval time is inoreased because papers
v coding, and the e of non»paperform for indexes and - st be-unfalded for each use; pupiers deteriorate 1one
- Rlee e icrofi SOOI ’~__1;"ﬂtichy di »to cnsunt ﬁﬂdmg, and spweuse’







‘ m’u .

i ity Foldess. ﬁsualiy have-4 capacity
';Betwecn »%" and 1" a8 indicated_ ,,‘,166: scoring on the
“bottom of the foldc:'\ they s

A

beyond tlus !:apacxtyr A“qﬂiuonal folﬂ;rs should be used

;Reusmg Folders Nomully, labor cssuﬁcumd m-"j,.
‘sulvaging lightweight foiders far reuse ix greater than the _'-:j
_Vmgs whlch mxgj\t ba - the S
1 ) ;hefoldmfthcymtobe |

Labcl.v are used for m’m :dcnc;,ﬁcﬂioﬁ 6f folders,
ﬁle gm&s,‘andﬁﬁ!e drawers r aﬁtlm.. Fnldervlgbels

L main'mtméf\mmiypewrm lines, mfmbly iularsa
va mthc:r typ&Préssummmvcmself-g&xmlawxmmw

- (&gtypa otmmem'she camposiuon ot‘a SM file), .
 Thiesc Tabels should show the il fitk, the ‘

ﬁﬂm.‘mmﬁm’




fiody of the guide or i separate

A 1d or mc;\m‘ Tnsertable ubs are prefcta’ble

regisier - ULl , $
" data and history of the case, helgmgfmﬂdicatewwis T ERYEQ Shecls, 1S typed o
' form »whlch ¢ither  Tegister ofactions as g ki

e can!mqadmvthefgmw »A‘ sg»

'unw;plﬁly, expensive dﬁc

B0k c is used for registers of actm o

mey can be kept separaﬂely fmm the case ﬁie, far ’

: y,‘rei«nnx o the regxsmrof;aguommtheut ping 10
;punthecaseﬁle.ifcqsaﬁiuarelcsp;o 10 fil ;”L'

cqﬁen wobe availsble &
',“Mxpamx mmy

tm and in. heipmz w avo,"j and identify minﬁie&

deinz ey be' r n@fwn,mcﬁon m file fold:

mtﬁh-ﬁ a ret
menfm :




hwld _bg.ggi‘ghed agzunst the xnmm in mm fcr ﬁdﬁ)rr .

space f agemc f rmc!p ayout
.recordsmthe:mk’s’ A(cq The sélection of appro

e

ichmmiuaﬂcmshqﬁh I SPact, £S5
records § \:‘mi;}, é:ﬁthe:i

xtwh and change: Records managers should parisi
' ping. t!ia aptﬁ an%gmnmm of the xocords

gpecna},iy svhm cﬂlor-eédmg is use

_ Opén’shclt‘;

lmg haz costvadvantag 5 OV







i "ﬂag ; mi:mmaw ]
guxe‘ 1b. Thé«sampligg i

en ’ o
dexss; and. other™ tecords may dépend’ gﬁm/ﬁwk
vh/nntauons of space. For example, &uﬁ;&iﬁw Teco)







Activalcase F”ales (AH Casa Typas)

cemralm Fﬂe sza:m Pzaeemen b

| Sepmantea ok rgmaton

v'c‘f“::

se file prev’b‘;uﬁtqu, and pipe,r};llaﬁfmnﬁnk\.\_




g,

wdax and e

S ﬁ.gzgw%nr

e “W,”%%;;v5fffﬂff fF?;[Q{53ff¥3f;fff';!f"- y




: X )?7/%[_ @/ﬁfm




» ,tmnal concemn as 1. whetheull cases in & given time
petiod: afe eventually' re-integrated before removal.to
IRORE remMohE 2 storage. If thers exiats no shortage of i 7
“mary office space, it may be preferable not to segregaté
-recently closed: case files, zﬂowngg ciosed cases 1o e
cumulhtem the active ﬁié station unhi %a tsldm of these :

EE ofﬁc.e. A the xa%eoﬁeferral 10 decreages over . file yszems 8% 8 self-conmned (Omc, it is m:pomnt m '-
s :une, the convemencg of acoe‘ to: these records raa, note that records system: space plnnnmgis actually con-
’ fucted in the context of space plannmg forall aspects o
f,CIerk's offic epsrations File systems work in conjanc-
--,M. witu the. toia{ opemtion of the C!erk’s oﬁice and;
i}

gpexsonnel tighe requmd fox records retrieval: because
motely Iocated records are accedsed mftequemly 0
A mam - definitional problem in trial courts is thaf of i :
" ldenﬁfvmg which-cases are active. and which are inac- 7 h Side S
e nve.;chal jmport and appellatwev‘eaw Iead some courts nmg smc;ﬁc tocahon ‘of ﬁaa smtions withm o
: "_mnr mammnmgall -case files mgethes, xegardlws ofthe . office,. Whem should the copying equipment be Iocated %
“+ time since the case was disposed at the trial court level. . in relation to the file stations, work stations, and public? . -
"+ -As the goncept of periodic disposition and disposal.of - Where should the indexes be located 5o that they are

! case files gains greater acceptance (ds often it must, due ‘accessible to staff and public users? What portions of the-
Jack of space), tnal couts” will mcreasingly lnok - office space dre ew‘xgmmentally best sujted to personnt
ar -f_i and records Iocations with respect to windows, lighting
" hesting, and cooling? Aithough( cac{u of these questions

\gx ) . will have'different answers. in specific circumstances, -

: wﬁe:,her © sepan ta the ﬁles of recently closcd cas&s .~ Space plannirg must ittegrate all relevang factors mfe )
mﬁo_,thenr qwn ,ﬁle statmu.‘ Recenﬂy closcd cases faﬁ mto e optunal layout of records in the. Clerk 'y office; ’
&*'m .- In this chapter, records mansgetnent is seen as requir-;‘
-_1  ing an appreciation for the physical environment of the
‘ecords systém, both in the composition. and format of
- individul records and the space planning considerations.
for records’ in the -aggregate. In the next chapfer, the
' pnnciples and technxqu¢s of records management are pu
- to work in the context of a methodology for-siudyinga
Cepa . . fecords_system..Jonovative court.récords management
S Altb,o separatlng recenﬁy dased casescan mlpm Jechmqnesma Bf httle valué uriie:ss ccmrts are wilhﬁg o 7
s space ciency, it does require an additional procedural’.”, undertake

e st@p m perfomung the segregauoh and crea@es the addi-

; . housc, housmg tecords not yet macnve enségh for long4
term storage buttoo mfrequenﬁy refenenCed to.bekept iz

2o ¥ 0 ;s.diwussed‘in C!uptet II=m the
wmxtofdispmuon ofcourt mmss(p lS)and in _‘;purzv inthy
2 i \fnr messing

?zhcxcmon value of :eemds is foupd on,p ‘ 40.




':i‘if:al.ﬂu Cmuxt of !ho nmmlﬁ‘ﬁyﬂﬂm 5’“"9 .f

The Monagement Process _
= The process of improving a murt recmds sysw

'mulﬁmp ‘endeavor, requiring a syxtematic approach to. f .

-~ 'The mcoxdé sye@em xmpmvement proaess'may.

,_‘.eépﬁmhzed as a series of activities undertaken by HiAn
“:agement, The nine phases of the procesy displayed:in

Figure 14 are grouped into three. levelé' B establishin,
ouls and objectives; 2) planning an improvement pro
. gram; and 3) implementing 3d managing change. Th

- yecords management smdy directly engages the firstiwo -
- Jevels of the process, goal-setting and program planning,
.-and lays the gromdwork for the third level :xmplemm- .

the necords S‘stem‘ will: l‘mve'_"'
d. _0::& addmssed, specxﬁc,

'i{fdu:mg the smdy, hdwever, sxngsise i@ a full ranga éf
‘ -“'ai!;emnuves 1Ay reqﬁxre research uutsxde the Tocal court

efivironment {e. £ techmcal ass:stancc. wsmng other
courts), Dusmg the study, dxscussmn as lo the best alter~ :
1 twe toa given pfoblem may ensue, follawed by‘ ﬁnal "

?ments. Thc study team shoutd be caref\ﬁ however, no:‘
o commit th@co&rtto apanwular cmu'se of actimg untll R

mcords system wxli help pmparé,thé cotirt; em?xrbmxié
,for cammn ehanges 50 that mplemenmnon (execuhn‘

i resxstance and maxxmum effectxvenes .

niéix{ of goals and objectlves for records: mﬁnaﬁement B
. depicted in Figure 14 25 & four step process. In'conduct-

,\,‘ing ‘:h;s Mordx mnnaacmeng smdy, thc mcmls manager,_ ,fdnfferebnt mplemgmauon pian. Fox: cxample, m ,

smdy ymess pmvxdes 2 fcsmm for 'sapkm; mput* = ,_
o recommendauans set forthei it the study The unaertamty
f the system are tecoguized by setting comprehensive -
goals and bbjectaves, and evaluation dunﬁg the study
:{idenuﬁaa and pmnnzes pmblmls and unmet objwuvem .

fmm £ourt personnel and other records users; the needs

in the beginning of 3 mansgement plan in the for

goals and objectives. The Mulmomah County Circuit.
Court {Portland, Ofegon), forexample, constructed aset
of goals as the result of & reconds management study in
- theix coust, The nine goals cover a number of yesords -

ﬂountv {808 Appendix Ny,

2. Planning an mprovemn& program "Ihxs level of

*the improvement process consists of identifying altems

- tive solutions to prioritized problems, deciding ypon'a
s 'Meofm, :ndptepmng tha coun enwmnmcnt;'or '

- A miajor function of the records management study
o identify alternative recommendations, each havmg

of tesoutce. avaﬂabﬂlty ‘and other factors affecting. the
-feasibility of alternative solutions led the: study teant

. ;.prc&ent a number, of appmwlm analyzmg xhe 1mpact

£ v;"_,'*"ie porﬁun thg study mtmducﬁg implememanon
._kaltematxvenppeam as Appendxx 0.

Implementing and. managing chamge. The mcoxdsf

‘management study s invalusble in setting the stage f
s this third level of the improvement process, iniplementa
© L managergent components ‘and comprise the elements of '

e “tion, but wﬂl ot initself bring it about‘ Execution of th
- the desired zecords management. syswm in Mnlmomah '

manggemnt plan vequires the initiative of court ma y g
gers reﬁponsible for the records sysﬁem Aftcr lﬁ:
changes are m;xlamcnm, managément mspdnsxﬁthty'
ccntmucs in the monitoring, evaluating, and modifica-
tion ofpohém and procedures. Success in implementing

and supemsmg new: symm : dq)eudent on adequnte“




&mmd m n;mlled chanxes may result in confusion .

Com Cu;:k nr sﬁmone witlr aymms md Prox
bapkgmundmhagivenﬂtempfmsb lity ’

"Wlmt s&ould the: mdy . dam?’!‘bm vmb&t 3-;};1 :

: _ﬁme t0- undectake & records. mmm& smdm Teial
swcr‘to seconds: sygmm &ﬁﬁlmglﬁsa Picccnwal. hasniy

unnlcout;th’mms‘ ’




- ‘m, uged mmap;agemt;mﬂym" i
dagmm zhxi_ 4" "This - approm d
fane Survey"andxs tﬂnngmomﬂun,:

n zthe:mvenwry»

froin wxning smd coapmuven i-:sym, itis mtportant‘

ﬂmtthcxr v;e% am solxcm! fm%i that th

rcsule in bcuet., wmim e;mdinons. A!l studxes

eate an ztinosphere of concern. and facts may be with-
held for fear that the information will reflect unfaVorabiy# ‘

on the individual o hiz office. :Cmmmumatmn prior to.
‘beginning the study can wileviate these fears. =
6, Helpful hints. The objectives of the records man-
-agement study are to gather information and to identif;
,pmb!emsrcmdmg pciicy, p;roeedures, and people in the

;records syswm. A few helpfﬂl hm, 3 am wohh keepmg in

‘information to be gathered dunng th@ mvammy

ing fam»!m- with- leg

quirements explaining mmke&pmg

ents that can be dxkcussedandﬁndyzed the course of
he objgctwe ofa Mzﬂs invemm'y

‘ords‘ managet and may be thade by a mathemaucal” :

,compu:amh usmg cubic. fc{:t, linear feet, an&

'mch, legai—s:ze shelf fﬂe ha

:ds, Data tn gmdc mc ;smd :

s this kmd ofan mvenmxy is invsluableto the“ cterk. offf.n
al pmviding ﬁm!hfﬁ ﬁmtsﬁm‘cia d.oememﬁd descﬁptidn‘of?‘

Infarmanon givendunngm&amcwmaybc g_uessgs  '5'_ sten

mploges s ot sure of ‘ghe facas oris fearful nf ;

 réflesting poorly on his or her work.

:héwevcr, to mcct md1~

, i vidual mfofmiﬁm Mnmments; The recommended rec-
’rhetma victure may | Be dxswrtgd: often the nn“su%l- "ords inventory procedure is not a count and exsraination

Mo of ﬂw c:mtent of every ﬁie t'“g;der'.;bu! a ;emw of ;he o

N .The next: atep is: io_dgtmnme' what hnds of vecmds , .
,wxll be inventoried and fow ‘tlws:: records re:ate 1o each

Y& -naecnmnmeﬁh. fo:eumple isamds\-

ies, as are docket files, index files, fee registers; etc. -

: Thé content of each series should be thoroughly de-

scribed on. ﬂ:e_mvenm i ;;Bach_ sapmtg record




14 Maummm"*nzraeepmwwwm:ywbymwxumw
ﬂq smm mwwm Mm&? wﬂbwwmﬂt mgw«w

' ing dwpapers compﬁmgmmds series, and;hy inpers
! gwing records systei users, the flaws and weak links :
‘imthe_ijmo:ds system wilk susface. 'Ihe&mdg tesm then

‘hatemphtmahould heputogﬂ tipe mfa&yo__

be m:epm

; eouniyﬂaud mty agam‘::e Imd;lhe
,maxymmodformcﬂﬁngmf’ﬁ“

‘ “”:enmlsvl :ihcb acntral .cooxdméﬁon and mmﬁm_ nf,”il{
forms | ﬂie‘court systm, the mtml of'thvmm o

‘admmisn'atm n;ay pxmcwm :ﬁat e:ukgvcm e
‘earlier discussion of forms manage AN
ring

ehniiinaﬁon, mﬂm, tnd'

may mue. .‘I‘hr, forms invemtory in me :udmm t:ial '

wwmmwwmﬂ

. The objective of the inventory isto. -

specify thé purpose of each fonm, iﬁmmqmm
iributiod, snd gene::1 role in the recorts




8 Do yees have respons:hxlxues'm_pe;rosm
. mfu exceedinx ﬂx;uf pmfeswml levcl or'leVel ofltpmpetcnce‘? .

*\\cen reasomb!y be- ex,gecmd to perfm_ or to@erfo:m pmpeﬂy? k.

f red FESPOH _ibimmand pexfomlm‘-
s wmkﬁmaﬂum&beeapectedofﬁxem? :
12, Should: any xespom:’bnhﬁas be :hmmawd !mwsc ikey .
f‘longe: eisential, oraremoxe pmpc{ly the:e@onsibzhty ofanother

e deﬂniuon of job fu nctions is of ;mmary unponauce t‘
paperflow  evaluation. F The evaluation quzstions in. 5 o
abiz 4 addross the'key ispues in‘position descriptions for ~ ;‘;,., Wrson and imiﬁe ‘proper basis? Ee
fecords menagement purposes, The ‘objective of such 2 - 14, Are there adequate reviews end control fors. 0
position description arialysis is 1o trace the flaw of 180~ work corgletenes e R
‘onds among ‘couiré personnel and. mdncate thekmethnds
imedmpmq s thesegecouis
.~ Some cotrts Have no posmou descnpnons wluch d&:{
e scnbe the work assisnments of each émployee, andeven
- in cousts where position: _dcscnptmns doexist, they are
- ofien ouidited, Tf positi criptions do exist, the -
- smdy team should discuss their accurscy with each pm:
,.,_phyee and ask e em;»loyee to upidate: thadescnpnon b
“indicating the wcentage of time spent on erich task of = g’} yirecords sys-m i Fond
" type pfwork, Jf position descriptions dowgot eXlSt, then - In dxsmssmg jot't functxons‘thh empl@ o5, the detai
enmloyees shmﬁd be requestqgl to name. tﬁm wom as-

en ,smay should-analyze each sfep in eac proce

y ’mdmaﬂg indmdualf intervigs dng mg‘eaeh

e rtormmg deak wdimw gxammmg wark flow.
2 Workmims‘ Wark Mdmg shuuld refert




be@'mse thcy are accepted ak bemg an nssemalepérf of

: vthe court’ s daxiy busmms, bu;‘caxeful mﬁnagement can

T The com{gdcmhon ofmml pmceamis by the mcords '
e stmiy feam will result in 2 more complete perspective of
the records system and. t@c pmpedurgs for handling rec» .
: onds Evaluahon quesnons for maxl pmessmg mfe found:

ame an impitant compomm of records mana.gcment be
, _me xecouis uea pi:ysxcnl medmm requiring space fo
‘their hicle the ;

atrangement possxb,e ,
courthouse spacg ‘;frequency m me use nf eqmpment,
the nmie _

. ble ot for other Tensons? .wnu m the causes?

ifmabmingxephes mto' de md,mspeciﬁcmqé\ndcgl_: e

lO.Pondypwpbmlewwgmg m;s’?
EI Afeeffonsbeingmaf&wwrﬁeﬂmt,mmkmmmt”

~'words, phmwmdmmce#m;ﬁmnf i:gaﬂmé!mgmge?
12 Ammai!dmpam&picbmm livery arly iientifie




'lkeﬁsspasmaﬁfo,co ,-13 pe
ommunly ﬁeglacted nncf ! understond,

e‘ven though they h«ve ‘been mi mﬁlmed Ttis

- to finid both microfilm ?opxes and t&e ongmal,hard—'cbpyl;_, _

asarchivalx‘ecords. R

. trally located asw:@iﬁéehemmbyaum? FRtanol
8 Aﬁ&mmyboﬁknmksmnwdbydcm&wmhm

.: t}ouk‘z any: ‘of the. pmuema Qg}?x@.&:m eannecmn wi equip-’“

' mmuwmb implification fpmcedurcsoumpm

- “‘dwm ke by inexper
9. 18 the equipment being properly

2 10, e therd wny somlus equipmesthat should be disposed o2 <
o ¢ dmgrmmzamumnﬁm um.huudeqme mnnonbeen e
'i . v - = R . » .

ym;fnﬁiuedmdsmced?

- The" solutlon to the ibove pmblems hes 'mthe iie»

velopmem nf a conunumg pian for teconls dxsp@smon.v

,_eeards;ap(":" The first' step in dxsposman' ‘
devdopmembs nicords gppraisal, Daring-the

:ééﬁxpxlauon of the mentozy, or upon its complétion, 1 the :

decision. shauld be made as'to howlong each ‘series
“should be kept in-courthouse; ﬁiﬁce space | before bem

- Fetired, Therefore, it is’ ‘necessary o ﬂﬁ’ernune the im-
- mediate and futune uscﬂxl{ms& Qf the records not: only to i

oo Slago, z:; shoul& El!her be &ansfemd t(r a xecords

the . : - ‘_ : smtdgevccnser or area, ‘mictofilmed, ‘destroyed, or if of
uqlindf«boh mamntmc{ _‘naalpmpom and that 3 q
v..&e mmm e wﬁmaﬁn m_af cqmm. ftmmt. de-.g i

:e( '”'ﬁ’ie sm or: hxstoncal are-

i S
et LT




, g s ﬁé&mrﬁs'm'conz of  file drawer are refe
Av&mtdw%mwnvewhénmfmmwﬁmmk it - mopll the rece fos
e ! B Ry m R Y

fite  example, usmg thie Year in the cagetile, fium et (L8
o B S EE ’,‘7810001); permits transfer ta stoxage or, de' t gtt .bf
Legal Val‘ue‘ Rccards hav jegal vaiug-n &Y con- case files jn chronological block groups. .
tain. ewdcncé of legally: enforceable rights oF obhga~ ﬂ}i&nuctxons for packing records for Iong-ter
tions of the state or individuals, Examples are 1) legal are detmred in Appen&xx Q
M@om and opinions, 2) fiscal docuients represent- -
. ing agreem ents suchi‘as leases, titles, and’ contracts, -
* and 3) 7éconds. of action such as daxm.s and dotkets
aq;i ) the Offcial Récms malataoet by e cleck 2

i ‘ whxch xelate tcf ﬁnan"xal,
s tmnsacnoﬁs, aﬁer havmg-_sewed their’ administrative -

: 'needs, may be retamed for several mors. yew:s m{; ;
' and ¢xpend1mre }of jr‘hngys for‘ .f

o Archival Value. . A smal pﬁxtmn of the mco!ds h&\’e Y ns/
" enduring value because they contain information about -
“significant events: 0% because they document the history 0 r_c _
ie ntof ﬂlﬁ COM an(i thﬁ%;ate.é‘% WS( | ; mm dpﬂm fgr P
__PY%'C d?"m for P"m‘es aﬂd PIO " Bling. Remvmg the papers frdm the file foiders, ex:
tzactmg staples and pape; clips, - aggratmg the bariera
inspecting the film, doing seétakes; and prepanng;:iabclsa e
T result in sigmﬁcant expenses béyomuhe costs af‘“ ip-
ﬁonaf film pmcessing -

have been inventoried and /appralscd, at‘xd afiey ﬁmpcgsed
‘retenuom pcnods have been specxﬁas!. a mquest for tec—

“Shite recordx mam:gement oﬁﬁce}‘ fmmon!g, the €'ouxt o

erk. or Presidiity Judge fifst submits recommendations. * aug the recorded informition & ¢ 1
tothe Auq;;or General, the Attomey Geperal, and possi- fiy iressions bn ccuban copy records, Onlyecords yield:
. Mly to an historical Society before submission to the ing & legxblc filnh image should bz microfifited: Man
“. " approving suthority. Ypon approval, the schodule is ap- . - persiis difficulty accepting the microfil system
. plicable and enforceable, This process may be conducted  pecanse they find it inconvenient to go to the microfilm .
~fo "’d‘“‘ 3‘"‘1 courts or f"’ all ‘ﬁ“l "““““ i ‘h‘;;\_ “ station And scan lsrge amounis.of material'to find the
‘ L B %spccnﬁc decuu;ent they ﬂcsm. kiscr meptanae requires

is e,

N : éandmavmg ra*arafi msmraga As _
o uonp& abow:, : cﬂﬂsxdered activa or ma%v

'.,9 B




devices for quickly locating documents

rofiin: sscords: far tore practical thes

output-microfilm (COM). ‘which: makes it possibie to. -

" f-‘lanfi updating index files,) -

cluded that microfilm’s *most profitableuse is for opéra-
tional purposes. gueh’ as\\dﬁcumnt or data xepmductmt

‘ever, in the case of the €o

ratiofial nor- space saving purposes ..., Mo

inferofilming s a cosily substitate for e

_over the credtion, meintenance, and disposia

 reproduction ¢ of legible images,

- Florida study and-appear as Table 8, -~
'~ No_microfilm project should be undertaken un

“tlon antcm to these ends appcars in Table 9,

1_915

epiions ind eseton e, Thepomi
‘ble uses of micrfilm in sddition to evaluation of present

jrm. sfzgjﬂé be it ludecf}vin the. recmds kmannscmcnt ‘:. A m it mmmu‘*' —

f'"”nly in lhe fauﬁﬁar roil"'vbil.v 2. Speedazwhwhdocmnumbeﬁ!m.mmgmn

o:ﬁ hﬂt m cgtmdxes or casseites with techmques and
22 Also in'wide-
‘spread use are microfilm-jackets (strips of film betwees:
two Iayers of transparent. materialy that make it possible "
= fo sdd new frames. Updatable microfiche is a fiew form.
of microwaphics which makes updating case file mics *

2 ijacket sys- -
tems. (See: Apycndix B fova Comparison o\'“‘i“ftont-end"‘iz
case file mcmﬁhmng) Microfiche (microfilm_images -
“arranged in rows on card-like sheets) -and mmputet-"

3. Propér type mdqmlity OFﬁim
by nger tvge and quality of camera,

5.9k
6, "Proper-facilities, supplics, equipment and. quali

“produce microfilm copy directly from computer mag«_
netic tape, are also among the types of icroform avail-
“ghle. (Many courts using COM ﬁnd itideal for pmducmg g

: i'f"“f??xae!!x,!/’mmd éltes ;.' ords Ma: ,, : ’ Smo'y Ftoﬁda&tateCounSys@f:”
" An'in-depth suudy of nncroﬁlm in F!onda courts ol ._', 1

distribution, and rewioval. ‘And, while servingas a valu- .
able’ operational tool, microfilm has' the added advap-
1ages of’ making it possible to store-large quantities of -
documents or data-at thc point of use, and mamtaxmng' L
“more than one set for a nominal. addmonal cost. How-
B Agepd for selected mdex\
" . and docket files, and a‘few other situations, the mic-
" rofilsm being pmduccd today is ‘being used ue;mer for

e "‘YP@. aud’ quahty consistent with the need? -
L 'l;he cost (of zmctoﬁkmng) m_akzs it evndent that -

fiecsive nmls i

rds. Microfilmiing, to bo affordable, must be wﬁ&ed o fullyjustiged? o A .
'to important documents, and in addition, these docu- . - 7. e o dooumens suscepbl s, low oot Gl o 5’!‘""“5
“hients must have the | proper physxcal characteristics and;_f' o
“be maintained in such & way 0 p;‘mmt rapid filming and”

23 Factors to be.con- '~

5" - sidered in a microfilming progmm are hswd,,/in the"

8 48 thesyu&m adequatefor locaziug and mtnevmg documents or
¥ datd to. be filmed, and are the ensts. consistent with the secd? -

3 lha:: i@ Is-the camera of the proper 1ype and qual_xty and is tﬁe qmm : :
“coatbenefit study has been made, other alternatives have 11,
-been considered, and the product unider considerationhas

S o -
begs testéd for feazibility and user. acceptance. E,vatua 12 Are there proper conirols over the procossing (developing and

‘1. Ts the film of proper type and quahty? Regmd!sssof!ﬁe Jhndaka\\

- 13, Is the film being properly anthenﬁca,,d and mspecteé? Isa sepa-

. __er’iﬂuwmmm. Wmiumlbmg Ncsc, Pub Ne. Ro02% mxy o E
- o shtm}dheshmdnnderemdmons specﬁiedfcrswngenndmof

chrq‘ilm ngram b

physical charmctsrisiics suclr aa size, umfonmzy meﬁi«tm which
- filed, and condition, :

R

foperly ekilled aﬂmwﬂmopcm

ptooemng (devclopmg and: w;shmg) “of il :
icatl -jmspectxon, smage and care nfprocessed'

; Pto,ger typc of mzcroﬁ!m referenoe'enpy (convennonl rcll m
~ érofilm, foll ﬁ!m cattndges or cassettes, mxcmﬁche or mwroﬁlm ‘
;ackﬂs) B
9. Proper type, quahty, and numh’!r of mxcmﬁlm vzewers nrmewer— ;
pﬂn‘eﬁn

- '10. Adequate’ sy.;iem !’or updatmg, 1f n&sessarya L
-11." Adequate: retrieval system to meex ‘users” uwds
12, ’lolal eosts for: mxcmﬁlm sys:em vs costs for paper copy systtm

Tn!h!mm.ﬂsﬁda.oﬁcenfsml:cmndmk : Asdlw]s.pp o102,

TABLE 9, erqﬁlnung Evaluatzah Qﬁesuans

1 What ane the msal eosts ,for pmnanng ﬂxe documcnts for ﬁlmmg; ~
‘ prodm'mg the ¢opibs, providing the >equipnient and sn,p!xes forthe .
'vuser’! \(bmpm tiese costs agamst the com for mtammg and o
setvicing the paper records,) - ;
Is the mkcmﬁlm eferénce copy msdmm (convenﬁona! ol ﬁl .

. cartridges of cassettes, microfilm jackets, ; .

‘best suited to the needs of the siteation? j L

. Igthe systcm in-question compatible with offer nucmﬁlm syswms. '

- Jintype anad size of medium and reduction ratio? - v
. -Ate the microfilm viewers or viewer pririters of the pmper nq‘nber;;_

-5, Is the system being properly mnmm:edandtheeqmpment an ﬁlm' o
L vpmpeiiy maintained? o L [
~Hag the syster :ecewed propcrus _aocepmnoe and are{‘the cosrs_ ,

twossided copies, bor=d volumes, folded papers; regular sizés;
~ivarious cfﬁiors,mun'la:aﬁ Gocuments, and Taded Of POUF copies)?

9. Are. the documents generally of sufﬁcnent qunhty to pmdme e L
- legible microfilm cppy? o

operator properly. skillzd snd srained? -

use, cither the origingd camera film oz the first diplicate copy - '_
- shonld bc of archival quahty (sumbh for E*mmaeat x‘etentmn)

i _wxshing} of the ﬁlm? (Pmoessed ﬁ]m e!mu_d satxsfy sﬁandm'ds for
“archival quality.) R

o fate foriginia) o first duplicate) copy of the microfilm being swred
" i a safe, properly maintaines focation for ymwcnon agammoss, :
- destruction, or daniags o the working copy? (A “Security** copy

' -,mhwd micmﬂlm )



' bedoaeinan cm t\andfullysmfactoqmnw?
far Wmicmﬁlnwdmmeﬁmm is
: v_thmg practical being done todiy to revise the present funer copy
: _3ystem in mﬂerm reduce ﬁhmng cosu%}mymw mqm@ of

| Tius chaptc/t has presentcd gmdehnes for canductmg a

L o '.moxds mnuagement smdy in the tnal cautt, The m"“‘dsf" :

ng
b?:e\:er .efﬁctency in the ccmz!uct of Jadiclal busims and

' "";»mal;zed by imglcmennné s:mpb pmce ufes and syaiums
~and by <coramon sense managemem of the several com-

system wﬂl beneﬁt the operations Of the courf, pmdm:x

.,







that phaSe of management skﬂl wh:ch mqmma:_ehe use of design expartise and other .
specml resources and services nécessary to provid the count with printed forms meeting
“court standards.?> The records inv ntory shidy team.xhscussed in Chupter IV uses. the

tec‘hmcal Lknowledge of forms desigu o evaluate the forms ased by ﬁxe comt, 'I’hey may.
§ . % h XS

Proyer desxg ;sﬁthe outgrowth of: form% ana’lysls, T "d,,szgnet ﬁrst detemnmes the

needs of the persons nsing he form’ ‘before deciding on what information to incorporsie

-and how best tc arrange it. Consideration should-be given to &he tune tak s"to complete' o

: the form and the usefulniess of the information gathered, - S ’

- "The construction of forms should adl;ere to common S“nst': desxgn standards

e sxmphclty and efficiency of completion; 8

3, vxslbxhty in 1‘eadmgL ﬁhng,,,n,...mwa}
3. acceptabitity of af appearance, and -

onomy-in pmductmn. T T e R e T o

" The sequence of items 1o be completed sboum be;, gmal and the amount of wntmg
" minimized, The: Iayout should facilitate- continuous execution of entry with data requests:
gmupad loglcally and ptoperly ahgﬁed Ovemll the layout should achxeve a good wsual' :

eff
x foxm can be dmded mto EWO comyonénts. facxﬁtatwe mformatmn and wminng
- area: Facr_ftanve information refers to titles, captions, instructions, i ) 1
“bers, and other such designer-originated information. The working are xs that part of the
. form where information from the forms’ uger is captured, Lo .
** . Facilitative infornation Jays out the- overall design of the form Since mns.:h of jtis
glar:ed on the penphery of the form, b snre it is ‘not where ‘staples, ong fastengns, or -1
bmdmg edges may cover it. Wasted space in form layout leads to a cluttered effect, Poorly =
- designed captions waste space and create 'inconvemence in forms completxon and han-
"“dling. Check boxes are:one device increasing user convenience: Note the use of clieck
boxes and “box des:gn” captions in the sampie form at F",gure 15 Nme also that "\‘.\‘b. 8
' prmted at the bottorn to-designate the.destination of the: tap copy. of \this i
-fm‘m. and that holw are pmpunched fox casy. placement ina ﬁfe folder or.; .

Lo

Inst:uctwns should be clear and conmse, addmssmg whn subniits the form aml to AR e
whom, the number of copies to be made with distribution mf‘onnatxd“n, the intended nseof
mfonnatnou, and other relevant subjects. Instmct:ons may be placed on tho frontorback -~ -
.of the form, or be separate from the foxm‘ It mtcg&'atecl into wnrkmg space, they are . e e
usually placed in parentheses. The language of the form in instructions and other facilita- ’
ﬁve mformaunn shnuld,/L/f\aev\ ’d nf legal 3arg0n In desigmng she wokag ma,

2 r&;'pm. note 5, { }.7) R’ecarﬂs Mansgemnl Smﬁy, p 3&. L ';.'. SR 7,
. # For a. more detai discusskm of forms design, sce General Services Admimsmlim, Famv Bfaign.
SA, National Archms and chmﬂs Sewice, Ofﬁw of Recsm!s qugcmem. 19‘}2 o
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0 MW JUDGEOR wfﬂnalzeo JUSTICE OF THE PEPCEFOR smn omsxcm The here named wmplamani cvsath, in the rame ) and beha!f ofthe.
1e, 335 that the here-nzmed defendant (alias John/Jang Doo) on the date stated with force and arms 4ctcd in viclation of law and wherefore the -
cemplainant.prays that ; sumv;mns or gryost wateant may issue to- aptsrehend the ae!eﬁdant and that h held to answer ﬂus oM 3
' i .,ecaf g 10 faw, : . .

e
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taing Honey; .and spase :;§n courts, tra ga;
(8! :~,x 14”)3:% s!owly bemg replaced by mndard icttcrnma (8%" x 1"

Gorooat m»haste to satxsfy nSp%claLneed resnﬂtmg mnnnecessmy, dupl;cnuve‘
oer paoz:ly desxgned_ffonns Evakiatmg ﬁ‘oxms in a comprehenswc fashmn by miing thcxx




-ﬁmxd Remeval
Record Updating .~~~

: i "e mmmﬁlm Jackct system is based on smndard micmﬁlm ,gackets Source docu-'

- ‘mentyare pbmogmphgd by either aplanetaxycaméra orarotary g?mera_, creaung arollof
. film. Normal progediire is to create two rolis of film ot the same time (one foruse inthe =~ =+

' s the othe: i /)r safe storage% 'I?u: ﬁlm i thén gmssed or devﬂoped Aﬁer L

‘plasﬂc jacket cont mng chambers whxch hold the ﬁlm*scgmenm or c;hlps in. piace The Ve
P ,;apkets axe»ther--g edinaﬁie. P e S e b
o ‘ sf/stemcvan be updated merely by an:mt;nk a ﬁlm clnp comammg ﬁxe; LA e e
Ipropriate Yo the individual record. The insertion prooess is aceomphshed with: the SR
d of a jacket jnsertiosl device, commonly called @ jacket loader. S
=1 ‘Thesystemrequices several pieces of equipment: Acamera;apmmsw and A mket
. loader: Physically, some processors must be located with access to plumbing forhotand - c 7
cold water and drainage of wams. In addmon, B da:kened Toom is mcommcnded for .o
.Cenunbstagesofpmcessmg. T e e SR e L

1 ‘E'xom "C?ou:tkmda Mmu&m&m Symm Fummul Dcs-’tstpeclﬁcauuns Document". Cnmts: g,
. . Improvement Prcject, Albert Flor, Asmmt&mwﬂukmdhopctmmm e DR
B zmwmublemmwpmiu&kw D




;;ﬁhmegx_mn_m _';ymtbe aviitabl fo:}acketmm fomvmi days. A mreom!r _
mﬁnmnges P;esent_ _!nmeesumues ofammmu&ﬁm;mdqnm :

‘cr’oﬁrm address of the do

i - ) 3 domﬁicnté in qmuém ’k‘he Court Racords MénagemcntSysﬁem. underﬁeveiop '_: ent,
\ Y N i "y . . B ) .

I several days behind the flming of VA Gocamen

: hnmust bez»pmce and the data son,,.. e
L ; SOf ‘twomtthosis thelmpnntmgofd‘lcd iments itely -
-\ supesior, a8 data v:ut:y an be done-4mmediately following the filming of the dammcnw
./ 'To.do the data entry from the processed ﬂlﬁr\wzmnse the updanng of the mmcr le to

‘Computer- assisted \yefiieval offefs considerably great& sccurac‘

o "'7“.'?_?!‘microﬁlm jackets, Althovgh there i5 always the possibility of eror, to enter data |
. system when the soutes is a full-sized docnment seems preferable to seeking an fndivida

“ricrofili: image, cutting that i image from the $ ami"mmhng it. mfo a Jaeiser. The
cldi:xoml Woﬂ; assm:iated with cntry of tiie nucro il 'S i 38 is sn

: addmon of 1 up tosen extr ;:ey strokes. mrcnuy wﬂf not sxguiﬁcmﬁ" nﬁ‘wnhe workﬂuw.
" 'Theee ‘areas of coucemn must be considered when evaluating Computer Assxsted;
b Rewcval ‘First, each cartridge will hold up to twumdoue-,balfdays wars\
L meamng that at Ie;st 100 camdxes per year will be cxem& at ihq pmsem




;,_z sacomly, dw lagn! c!er)cx Icnow fmm expgnenca th ,some‘t].. }
ered froth the Re; mmofémom whilémhmedn nly =l b
“dotuments. Sincs the index to the locationt of a dociment’s image is to b co
-RngasumfAction h:ﬂuqumrymus&goibmughﬁmon-lmsys uz.“ "
which ate known in advance fo requir acmal §
X v:de_a wmicrofifio or printed i o

! mcm, as _ih aé tiaadmg s!ep is elm;mate eval ol‘ amages mqmres
: ‘lecnon of ﬁﬁm fsropc'n a:t_md,gs:, an& usc of an: expens:ve

miicrographics utilizes

s exposedonto such flm thedlmmust -

‘capable of remvmg xmd‘gcs, th ere ,s' no: update'capabxhty; Uydanng A mxcrofonn. :
&;s ﬁeen accamp!ishvd by cuttmg and sphcmg, xe-i.*nagmg the entim case wx;h eaeﬁ

Tha u@w teeinmlogy of updatable nucroﬂcha las 'beeh daveluped to overcorme the
ty'ot cim“mxca‘ ¢ avelopment of photographx@; emulsmn ﬁlm. To’ezposg an xmaga, the
\ ) of the. id the microfich

ng st age of: s
-8 exposcsi and develap»d. ‘W:thm s&mnds thc mxcmﬁche,lmagcs s&a axlable for Vxewmg, .
, -copying, or ﬁlmg As fmhet dncnments are ﬁlcd in me css‘enhey may bc added o the o

L -rexxieval, s;hsscmmanoxi
L tlw ,yackct systcm.

assyumpu;dximva‘ Ci‘ k II 's thc appropmte ,]Gb Ievcl fm' t!us mk The followmg czas
ﬁgur&has been artizge ! &




j, 0" them, Microx, has signcd 2 marketing. aém;nient with Bell ansi HOWGM T
5 fcurrenﬂy matketmg tlm systems. ﬁat only are Microx systems not avaﬂabie, thcrfﬁe (
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polh " sphere. of ageﬂts introduced during. manufunmnng pmcesses, (2)1
- light, pnﬁnarx’y fmm the yitravislet end of the spectrum; (3) 4ir poliution; (43 vermin; (5)
fangiy &nd (6} Eiat and moistixxe Measums fe Icssen thexmpact of these: ﬁestmctwe factors

' Wﬁﬂe &he other/fj”
aioss ‘f‘mcw@? criati

used fto ékfi“éﬂlsh the fire. Aﬁipér fire canbecome unapﬁmchable aminut of c_ontml in va; s :
maximunt of 12+15 minutes from tinte of fgnition if not detected and extinguished——the
_.avzrage time is 5 ‘minutes, To provide beiter fire pxevennonldemnm, itis suggested

Vfihe spnnkler system be se;; 250°~28 ami ﬁze system Be. pmgwammed to
~discharge each sprinkler. hes independently without discharging the whole sys-
- temfora partzeular ma—»e-‘me system slwu[d be: checked for opcratwnal madmess v
PR fﬁgﬂ]ﬂﬂy; _ i / S L
. Z smek& detectors ‘ected io a¢ "ntral a!arm system, be mstalled m the Fxlef':i”- R
77 Room dnd stor: pé areas (if not thronghout the building); i

S 3.,poreabte fire: exun\gmshers of the water-type, of a5 recommended ﬁn ﬁ:e Iatest" e

S selbiston of Manual for Fire Protection for érchives and Records Cemers Staps o 0
- glard #232:AM (Nationa) Fire Protection Association, Boston), be placedinthe = =
~“File Room and outside the dom‘forstmageamas NOTE: Water-type portable fire -~ .
" extinguisheis should be of the trigger action, stored-pressure of chaxged-carmdge :
1type. Many archivists prefer a Coy portable extingmsher as Coz'dogs not harm- .

‘record. material as water does.. However, gince Cos is. desigred to work on~‘ EE
Hanunable liquids, it will not be effective o0 8 decp-seated paper fire; .
"_bzts be shelved on steel slgelvmg (and in conmners ‘where pmcncab,m an R
“orderly manner, ie:,not jammcd into.every avmiable spaoe—-mcords should also - -
e shelved on steel. shelving and s!ored in a oxderly faﬂhxcn mth arsle space e
: maizﬁng'clear;i s T
sxhibit and record fvstorage a:eas not be us:d fsr émage of other matenalsf... S
fxnc!udmgsuyphes, e Sl R N Rt

exh:bit mxd xccord stamga amas be checked da:!y, ‘ \
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ssmm'muc ¢ FOR EXHIBIT CONTROL NT 'me c;m f_uw‘" Sk
- COURT OF mmmama COUNTY, oneaou ¥ty

smn of the trial tm the récnrd ahat the exhibits: may be teleésed at that um SR
B, f the exhibits are not :eleasad at the conclusion of a civil trial, all exhibits are to AL
be fomarc}edno t_he Circnit Ccutt Fil_e Room, Exhibxts are to’ be accompamed byv R

venfythat all ex‘mhnts have been ﬁled or otherwxse acoountedfor The exhxbnes are. S elerh U
- stored for the duration of the appeal or the appeal pemd N
- C.. At the conclusion of the appeal or appeal period, a notice wm be sent [ the_:n L
- -attorneys who- introduced the exhibits. requesung that they - obtam arelease of
those exhibits which they emered wnthm 'days or. they wﬂl be otherw;se.' o
e disposed of by the court. O
i D Those exhibits which are ot remeved by the_ _orneys who mtmduced them are to" o
Ak Bedlspncedofasdxscussedbelow, B RIS e
.'ﬂ, Cﬁminal Cum L R i ” L e
A At the conclusion of a cnmmalmal allq.,xh:bxtsaretobeforwardedtotheﬁrcmt A A
"-Court File: Room. Exhibifs are accomphried by an exhibit receipt form.~The . =~ R
" exhibits are compared against the receifi rorm to verify that all exhibits havebeen . o
ﬁledibr otherwise accounted for, The exhibits are stored for ﬁve years Aumoney' e
~and ¢ fontraband will be stored in the Circuit Coiigt vault. gy S
g B A%n@ ‘conclusion of five years, a; notice should be sent to' the attcymeys who» E RN P
. introduced the exhibits reguesting that they obtain release of those exhibits which~ -~ /"7
“ . “they entered within 60 days or they will otherwise be disposed of by the conet. " .
C ‘Thase-exhibits which are not eprieved By the attomhys who mtmdurf'd them are

.

tobednsposedo*‘as d:scug d ow. oo

_-;Dumestxc Relations GXhlblEo will be pmcessed the same manmer as cwﬂ exhxbm Cy ':- - T
L e)wept Where the Com may mder excepnons, . , i e

éxhxbm inthe Court s possession, and after the attOmeys ‘have had an opportumty o e
‘obtain the release of any exhibits"which they wish to obtain followmg the final - -
Judsment, the Cou:t shall use the follq,wmg ptooedures for dlsposmg of all remammg"f sl

af-."Fori‘auanmfom:anon, aomxct MichaelD mu. Com dmxmsm,torzm ' ﬂmm Comy am. - e
how?onhndammmm, - . :
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epiest Al E , ¥, : .
v ally 'ﬁled I eithcr» numenc or supportmg dog:imms for- ﬁve (S) yaara.j LTt
/- chronologic-numeric ‘order. The series - after dlsposmogl of gase (sce definition A, ..~
. -contains the defendant’s’ appeal file to - “above) and passage of appeal time, Perma- -~ -
_- this count, It contains original papers,  nent documents should be misrofilmed for -
R ‘pleadmgs, and final judgments of the security and pre rygtion, If this is done, R
" appeal case and all other originak pa-_ the permanent ddcuments are fo be refained
. pers, pleadings and ﬁnal Judgmems of _in paper form for five (5) years after dispo- =~ 0 o
R the ﬁnal contgst. i o sition of case and passage of appeal time, . o0
R L Y and offered to the: Florida State Archives
. for possxble accessmnmg pnor to destmc-_ e

e

A,

{’\ L

i 1A MLEFCAsEHLES—~~-: Lo
 These records of the Circuit Courtcon- o
R fsxstoﬁjuvemle cm.rtnm,mcludinganay o
: petitions, and orders filed, plgadmgs,
cemﬁeam,:grmfmfmbﬁ_,_ -
mons, warrants, other writs, socialrecs
- otds consisting of vecords of :mresngaa“‘f:- A
' 'hon and tteatmenta}nd oﬂm mfoxma-; R

Bestroy tcn (m) ycars after ﬁate oft 'ast
O entry'to the ﬁle,eruponchﬁd"' iching -
e 21, whlchever occms ﬁwt

o j-"(m!qarpsrmx\:mmﬁydcpmmq; apmnt :
ofthccusmdyofgchﬂd. S
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Deposmons
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Archwal Matenal

a 'navclam by Retent C, Hm_u. Dcputy snw Co Aammmo:,

e 'Counham, m“’ mhw
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o oofe . Possport Reconds
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o The @mmms ot‘ tlus manual have‘been appmvad in pxmciple by the. Judmal :
- Departrent, ‘the State ‘Attomey. General, the Slate. ‘Auditor, and the State- Archivist.
- .- However, the statement of polxcxes cunumed in the i mstmctmns an& schedules are. nat 10: -
. be taken ds anthority’to’destroy reconds, Itis intended only o indivate wh:q recordsthe .
S _-‘-Z.Jixdmal Depamnent ozdmanly wﬂf ;mm;t ta be desrroycd' ) h‘i_ch reco ‘ 'wm bava to

o 'v'-,f‘;enaouraged to examine the n&co ds il thmr custody w;th the view o ser ,‘v g the transfer: s
- to the State Archivist of as many pre-1563necords as possible, § B‘wng {te ¢ ns:ﬁe*atxoﬁ o
the hkely demand for Buchxacﬁrds the. clerk &1 Prinrapproval i

. faclhues, as an a]tgmanve to nucmﬁ
- microfilming is-to be required as a- m:teqmsite to destmcnon is nm: 0 '
- reconimendation that records be microfilmed and destroyed. The expense o’
F ";shouldbe avoided wherever secure facilitiés are available for the| f records,
. =" Before a-microfilai project is commenced, the lerk miugt be certax' ’_
A .developed aplan which will Fcilitate retrieval of therccords from the film. This ordinari
s possible thhout the crﬁaﬁon ef new;mdexw. !Zonsult meOfﬁee nf
S Admmxstx:awt. o : i :

e '-necessanr because of the wxde vemanoe in the !abels used thmugh the y@ i AR o
e Although the instructions izdicate that the State Court Administrator ill consuaer
S reqaests forpermxssmn to destroy fecords of aases relatwe]y soon afterte' f a:mn, cle*‘ks:‘- .
.- are cautioned to review the demand for reco ; ! '
b éllch requests : S

R super q,se and admmnstﬁr the court sgstem vcsted m lhe
o _Cmm Amele vi ef the Colorado Consntutmn. .

Thepnx\rk\aryputpeséni;iiicmanualmtohelpcma
ithmvermcm\mg valuine of pamrandx#cmds movmg:f e




1 anunl, Appmc:aﬁrm is also: exptessed to Edwm T Zamny, Ir. of yme admmﬁn-aﬁor sﬂ
L office who coordinated andprépmdthemanual Special acknowledgme s given to Pauyl°
B, Plagt, formerly of this ofﬁce, who prcparcd the Fiscal Pcrsonncl, Payxoll and-- :
‘,Smmtzcal Schedules. L
. The manusl as been cocrdmatcd th the State Auditar the .ztfate Archw:st, and the
Attomey ‘General. Their cooperation and comments. have been most. helpﬁxl, S0 RIEE

It should be emphasized thatﬁus'manual.s tho first officiel atter : e
- hzstoxy to dispose of court fecords, The manual is not perfect. We solicit the. patxence and © 0
- understanding of all-court personnel. during the testing: penod and st each one’ wlll.‘_ T
. cwperaw in :esolvmg problcms that may oris N N S -

Hmryo Lavson
- State Court Admlmstrator
March 17, 1975-’-» e

Qmmmmucmns—- o

d@ﬂtxucnon, or transfar of court rcdords. Tl EEPE : o - L
. ¥ Prepase an gocutate list of records by typ.. of record vﬁlume, and date, and .. -
x - gubmit it to the Office of the State Coust: Administrator for approval. f T

2. Receive a microfilin clearance for-all film work prior to any destruction. - o

-3 Receive.a state archwzstcleamnoe, or coun adnnmsmtor letter clearance, pnor 10
,-any destruction or transfer of yecords. - R T
- g in¥ many cases, clearance forms will be. maﬂed in advance, ehmmanng the nsed to. SR
o f;feques@ prior approval.” In such cases, clerks must note on the clearauce foxm the;lj'_;»._:;'j;_ R
o '_jxnfonnanonmpﬁmgrapl}nMbove. o R S : Sk

AUTHORI'I‘Y FOR DESTRUCI‘ION oa TRANSFE T

,,'-';!§?200 | T R AL
S Requestfar Awhomy Use a sunple lettgr to: r@quest authomy to destroy or transfer' S
i ‘fecords. No additional forms will be created for thxs purpnse Sce §2400 i’or two examples : .
Sivo T of the. types of mfomaanon mquu'ed : i . e
(o §2201 ' R : e
Statc C’ourt Adnumstmmr P’racedure. Upon rec-lpt of a mquest for authomy tof‘ L
i cziispcmv of court records, the State Conrt Administrator will review.the request,mnd, asto - . i
- any récords proposed to be destroyed, notify the: State Archmst, Attorney General, and o B
¢ State Auditor, and, upon final determination, issue the appropriate clecrance to the clerk:
| The clerk shall retirn the’ cIeaxanee f@rm to the State Amhmst whien the authonzed
d:s;mal has been Qomplqted. S : S T S
s e s ST e
L Methods of Destmmom. Reco& whxch ﬁzavg beex; clea:ed for dés;gucﬁon may b@ SR
bumed where gemﬁtwd, bumd,ors&irb ddzd; orsold andﬁnapowdofas wast%gaper,’i’he‘
Clcmnwfoxmw: indicate tke methods allowed. R




mcazﬂs not covemd in 5240 ]mmngh §24?.99 atmsuit ‘ﬂte Ofﬁce o
L Admxmsu'ator. Mxmﬁtmmg isto he done at mé @zpenm of m& s:ouxt with 5

e pemnt the m;@mﬁim mmges 10 be e , repmduem in apprommatelx thexr nrigma!

o size, It iy vebommenied that such ¢ pr ent be secuss: before migrofiliing i steried.

© " Records over 23 years old may k= desttoyed after’ miciofilming. pmvz&ed @ reader is:
available C@g:es my be obtamcd upo mquest ﬁam ﬂxe State Awhivzst.

< 'f'§2362 : : : '

A eroﬁlméng S‘randards, The f:‘ollnwing smndazdﬁ (,md prosedu 2 shalﬂ be. nbsewed
_.m pzepanng microfilm copies of court records prior to request for suthority to destro)
- 52302 1 Preservasion ofztemy natﬁlmed All records required to be. m!ctoﬁlmedsha!l s
"jmxsmﬁlmgd’ unless their size or physical form provents microfilming, inwhich
=¢ase an. exsplanamm of ih@ix oxmss’m éfm}l b_e mismﬁlmyd a& the appm;mate":

e 'sxpiananan-snan state'ﬂ‘zatvt@y ﬁmcﬁwa «;medn
2302:2 (OMS mwmﬁ ’ 93 fi

o selecwnlxthexmpomngmm e
L §i302 3 Expunged Records. Tts microfilm’ t:opgc of cxp@ag@d c@ur; records si'ali

wp and shall niot appear on the same reel of filt as records which are not "‘; i
: ed, Examination of. ﬁlmmg of expungad pécurds is to be. petmxtteﬁ‘ only: . oo
e on @@urtorder The'clerk shiall supervise suchexammauon and linut i& te the eaSe* S ’

BT “the exammatim of wmch the: court penm&s s
2 §2302A Retrievil, Microfilm copies will be so mnge:i and 1denﬁﬁed that ant mdwxduai’ S

. document or series of documznts can be located “on the film, Requests for
-authority fo desiroy records which hawa been microfilmed cliall be asu@mpanmdv T

by a déscription of the reference system established to locate mictdfilus copies.:

That system is subject to review by the State Cousi ‘Administrator. The State o b L

‘Court Administrator will asist clevks in devising such systems on request.

"{ - 523025 Film Qualiy. The film stock used and it provessing tethuiques shall comply__f e

" with the minimum standards of quality fequired by thxg\b“‘&,&rchmsﬁ
: -§2302 & Identification of Film Reels. Bach film rezt shall be icontified By-a fitlo |
s showing tir dlerk’s office havi@g custody of the recoids; a brief 1
. record series, inglusive datés, and file arrgngoment, and a mel numbar !argﬂ\.\
o charagtess that can be read withont magnification,
: _§23®2 ‘7 Certificarion. Atés begmmg ofcach rcel of mxcmﬁm smn agmaar a mgt:ﬁcatﬁ
- wmd;& as follows: =~ . . e
Ihcmby oemfy tﬁ@t the nucmpt:ntographs mpmdused cm , 19 ﬁlm atmma
. ,copics ofthe ongmafmord&and were ﬁlmed by 3 s

i falfiliment of the provisions-of An Act Rclﬂ.*mg to Pzg ’m ﬂecqrds S
- Reproduction on Film—Evidence, Section 24-80-107. CRS 1973 (a5 .=
. amended). The reconds reproduced on this micrdfilm were created during -
o e nomulmxss sfamcmlbusms Ofﬁna aggucy ; ’l‘i*e d:scnptsmfn i




: ’pe,rtaining o each refbrﬂ category sre located & the L
‘-The}?ﬂg@ num"beﬁ am mcluswe m&?mm each gacmm. R T

: mafollbwingexampxes,aﬂﬁcauﬂzgg rpmmﬁm@@f@mwmmmgmb mm,r e
jjnallcascs, cleks. shcmﬁga&mﬁéaommuywm categosics o5 poseile for disposionne - -
- the sume tims, This will reditde tha paperwvork ond expenses »cé Jﬂ ﬁm@w@m gﬁ@&- L
.- ances apd, d43tRicting can by atcompliched ot tha sins Gme, .

foonh Example. d-~Dicorction and Transfer @wy. No demg E&’eq ”iﬂ?d FETE e

,_r.,,,}Jussxc@ of the Feuce RW*&%M» Pode o T

S T 1o §2431 of the moaul., S o i L e
i T IzN@meahataHijmcﬁ @ﬁw pe:’s*:arm@,as Eiayen&w’“rv desﬁ?my@@mrmﬁ’@r@ﬂw o

- the Stote Agchivist, - A

3 Prepose brief Hing of Qﬁi@ r@@% uaﬂ &ﬁr &uﬁ@uﬂ@@uﬂ wﬁm ft;ﬂ auﬁ! snzzféf this. ./
- informotion W the Offiee @? s Stare Cotet, Adusimistrotor, citenticay Reeopds -7 -
40003, The |

- Monogenrsnt Ofifeor, szs Srates Capleol I:‘mmw g, I'Dazwez, C@B@N

> S inventony wmgﬂml in 4073 chould b3 hvﬁpmﬁ hete.,

- RS- '_'-iExﬂmpl'e. R 7 JFisst Dineriet R

TR S s Zuﬁ?@”@m County | = - P
LA A ZHP’ Dna*ke@ E@@kﬁ 2% w@)ls W@LR%S (daf@y}

- TP Dockei Bocly . 30vels < 1020-1900  (réuols) - o

Sar N Awaat @Eﬁcx&ﬂ émuwcg Gastiuction eletronss {c’fﬁmg or ﬁ &ft@r ﬁf«m Juxdicm Da* L

* - pastment culbsizing deniruction of teomsfer, A 1

- 5, Destioy of V omnfer in econlones with mm/sﬁnms pmvﬁd:l @m sﬂ@;mnsa f@ma
- Bxomple 3—LJicreMluting, Followod by Destruetiph. . :

Dzsmgu Covgt—Clvil Cce Fitec—02406, 7. Ly
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e wet ecstnln coaditipAny. Note that the repister of cotions mﬁyl’, ﬁ!mﬂ{i B
aﬁm wnﬂﬁrl 3 eacs &, «fm&pamtely, and then deatroyed. - e
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S custedy of Sate -
T “Amlimst,zfaay‘ =
S May microfilm and

L '-v'_ta'esemy al! other& C

s;ausucs of cach county on Ianuafy 1, 1968, See C.R.S. 1963, mr4mss.a~zo e

: . {Vel. 10, 1967 Supp.) Prior to that time, the delayed birth cextificate issued by the
e --,_comt was ﬁled eﬁhes wath the local bureau of vxaalstansncs or the locai dgpaﬁmem of -~




';CGS‘I'S AND BENEFH'S QF : TEW!D\E REC@%DS ceum 1
S R o BENEﬁTSOFRECQRDSCEN‘IER
L i’mvxdc secure storage space for permanent records massum thm presexvatmm S
2: Provide record center service at low cost per umtand ovm!l :me avozﬁancewthe% R
Lo go gmmenmf the State of Plorida. =~ R
3, Reducc office space requirements valued at 88 21 per cubic foot ﬁf records Fox‘a"_, LA
- “center holding 40,000 cubic feet of records; this amounts o a cost avoidance of - -
U over $300,000 annuzmy for gpace and @qnipmsnt, compared with an amnual -
- expenditure of $50,000 to $75,000 for center operations. The latter figuresalso. L
* . include the cost of provndmg smce to the cﬂuzts and m mher govemmcntal R St

-::agencm - R

L ESTEMATED (C‘OSTS IN CGNSTRUCING, EQUIPPING :
UL AND OPERATING A RECORDS CENTER e R R
SRR The COSt of | consimcnng, €quipping axzdepemuag»amxd centcr at 1975 pnces lu R T RLE
'estimated and summarized below. The cost for oné unit approximately 10,000 square .~
feet of the type now used by the State’in Tallahasse@ swill provide about 8,000 sq)nm feet . -
P storege spase (40,000 cubic feet); 1,000 square feet of archival Space . with air -
L condltmmmg and humidity controls (5,000 cubic feet) atid 1,000 s square feet'of officeand’
* - working drza, The building shouldhaveac:e:hnghmghtta permit storage of records 13-0r
~.d4-shelves high with roqm for necessary heat and air ducts, and spunkler ami fsmoke’f .;
&eiect:oxa syswms Mﬂjﬂl‘\ 'st xtems mchade o L

lmﬂ!@imn c@ﬁnuimcm:x Q $25persguare foot (assume land T S i e
B "_'i'javmlable afnocost) . o 8250000 0
- Shelving units, purchase, shippmg and erecuon cosls@ Cene MR e il
":$1.50 per cubic foot—estimated at 50,400 :

S “cubic feet if 14-high shelying is used o o 75,600
- ' Bduipmient and fumxshlngs (e.g ladders, forkh(t‘&, shneddcr, . ' ' S
Coeffieequipment) 0 T 200000

e ?:':Tmal leed Capltal Outlay M ST 8345600
1. Costper year. (amomzed over 20 years) e T 080

‘ P‘\@,ﬁected operatmg budget' T e e e R e e e

. YSwpervisor .- - .o ool e e 12,0000 0

1 Assistant e e e 10,000 T T
mﬂk’fmzst s B0 e
o Lﬁbﬂm L G T T e L B e e
Total Personmel Cost o ST e 30,0000 0 T

. ‘Amortization of bu:ldmg and reiatcdntems S T 17,280 0
Othexoperatmg expemm S T PR DRI R € 1))

T Remm“a"“se"m” Smdy Flonda Staté Coxm‘ System Tallahas-i': s
ot Adminisor, Apsl 1975, pp. 106107, .+ Al






(a)' Deﬁnmons' 'ma worﬁ “docnmenls” as usedm t!ii&mle e
any'-m:e madingmtbnscourt. L ey

3)?1_ @ Aik picadmgs (cﬁmplamts, peutxoas, answers, ¥ ,sponsm and rcphes) an& re«_-
queswd instructions shall be double spaced, pmpared or one side only and on paper ..
with. numbemd lines; provided, formal matters snch as venﬁcanon and proaf of PRI
_service may be on the back side with legal tum. e
(b) All other documents may- be single spaccd, and the lmes thexeof need nst be e
“ numbmd. Printed documents may be prepared on both sides. with legal turn. - TR
.. 4) Copies -of pleadings and documents which-are to be filed w:ll not h¢ deemed S
. -acceptable if there exists. icss thaa 420% baci:gronnd S R i

“Rev, @119 - a e
. (8) Backing sheets, 1f uscd shall be of the same stze as the document to whxch attached R

7 but no liavier than 16 substanoe, and shall ot be folded over at the top,. i B P ity
R "(b} Tha name of each document atid the number of the page, exccpt thc fh?st page, sﬁall PR

N ) ] The nama, addmss and telephone number of the attomey of record (orparty appeanng NSRS S
" “.«in propria personay shalt appear-on. ‘all documents presented for filing. " g
o {8y Thename of the atmmey s;gnmg any document shall be typcd or prmted xmn*edzately Sarl T B
. below the sigagture. . : Sl
“(9):Onall orders prepamdfor sxgnatum, the nameof ﬂle mdenng judge,:fknown,istohe S
" typed smmcﬁinteiy under the signature line prior to presentation for signature. RN CE

' ) statutory. requirements, 1 the captxon of each comglaint or petmon shaI! L

set fcnh the km d'or nature of the cause, such as-*‘action at law”* or *‘suit in equity” and
‘mdicate lhe lype of ncﬁmor suzt, snch af’z “personal mjury" “bxeach of contract” i




L xepmduned shall be amsmmmately 8% inches by ll.mchm. Mngms shal! be approxi-
SR “matclymcinch Timste_“' aphic ﬁ‘anscnptorothupapersmﬂ!emiaevidemmaybe
" reproduced ‘without retyping in which event the page size; but not the masgin. require.
© 7 ments, shall be dbserved. Papers shotild be bound or stapled slong thejaft margiuormthe

2 _‘.v»upper !cfthandcom&r ‘Covers shall conform to R, 2:6-6(b). , o o

- Note: Source——R R, 1:7-10. Amended July 7, « o0
1971 toheeffccuve September 12& 1971. o ;_ S

o 'er mapr mnovnhon of thc tentauve dnd’t tule, the chmge fmm legai to lenct«saze
e 'ﬁled papers, is retained by the revised rule, ‘wihich, however, provides for & twosyees -
40 transitional period during whick eithes size siiny be uged. The rule-also substitutes the -

- requirement of “‘customiary’’ weight for that of thie tentativa draft rule which provided that -
- the weight of paper conform to standards pmcnbed by the Adminisérative Director of the
B ”f,_._.Coum* (X w anticipated (despite some omltmn of the bar expressed at the May 1967 ¥
© o Judicial Ccafemnce) that the change in paper size, together with the elimination of the
"ooi - traditional backer provided by R, 1:4-1 will result in 8 secretarial ume—savmg, i space : ; 2

% saving in law offices and in the facilitated filing and presssvation of papers. Presumebly, -
R o nchneve uniformity, such legal docurnents as deeds, mortgages, securify. instru- -

- ments and the like will also begin to-be printed on letter size paper a8 well. It is also.

- anticipated that thiese technical changes will facilitate inexpensive appendix tepmdwmn ¢

ooom appeala and will result in’ ﬁat filing in clerks” ofﬁces, which will facilitaie nsvxew ot‘




o ‘.

o . '; m“!@““’“ 331?*&5; mclﬁding 1

; ﬁ chmgmg fmn-book fo card famat, computgmmgcermn ; déxes and acnvexy : 2
| mxctoﬁlmmg m'tam 1“-&&'?1613, lndéxcs and éacke.‘ts for ;%n‘ent e

Ll esqgandSJIStocmlan domestm'elauonsmcmds socesses in the near futore; |
;{s making security microfilm copies for certain perpdanently valuable recordsand Y
- .depaositing this security mpy oﬁ‘»snemacon‘ tled storage environmentyand . v\ o o
;.;9.\\deﬂning records management as a comporent in the: Court’s adnumstrame erii
stxuctum, and comnumng staff msource/;, tofunctlon in alus area. '

 DlaieTowards A Resords Manigemon Sy, by Howd . Lowell (Marh 1 197 Forte Adminls-
f.‘-mv: Ome, CmuitCom,l’mund omgaumm—mmm Hau. Gom Admmxslrawc. S .
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: mapmnimwmmginm; comménded manner,
f Mw?ewmnmmmmwwm afﬁz A

r&senes, by govesnnwnm fmmy, and by umi of gov:mmcut,'

a cumulative cost standpoint, the recommended aliérative wmhc mmaily" Sl
mﬁta expénsive dué to the hiph cost of dxsposmg of the present archival records inthe .

mfmmndeé manper, However, the annuzl pperating cost of the program will be~

mmim&l ouce the backlo is eliminated. Over an extended pesiod of time the Sa"mﬁs mj-‘_’ e
L F«IGHRE 1. 3-~Square mrage Impaa“ofkemmmded Approach =
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the ce;'c:emf ﬂmlemcmauon Alternative 1) As illustrated by thie 1mh .
,xécommxxM mgum wm save t‘uy%m Cmmtg sm‘usa by 1989, withinim

L Reeerds, :mmssmn Cooxﬂmauon
R 4 Inter-Agency Coordinglion . - .
. DemdemgmmDevelopmm -
. 6. Implementation Preparation -~ - =
_;_7 Jusnce Cenwerpmﬁon : el e
FIGURE 1 Hsnnzqged Costs of Remmmended Pragram

"‘-f"nscosn sﬁmas =

S ';vComtofAmnk R
-"Comonﬁcwbomﬁckchnm e SRRt 10:000 LTAS000.
;-y.'jmew:hnd Mume:ptl—-Civn S R T 2_,78&
- Cleveland Municipal—Criminal -, = ST RO

R A.-Cuyahogu Coun!y C’!:rkofcoum 17,957
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