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INTRODUCTION 

This manual is designed as a procedural guide for Maryland's 

Court Clerks and support staff. It is a composite of procedures which are 

most frequently used by clerks. The manual may be used for reference ~nd 

as. a training hid for new personnel. 

The manual is comprised of eight (8) major sections (see Table of 

Contents). Each section presents a Description of Procedure in a format 

which can be easily followed. General background and explanatory informa-

tion are pJi:ovided in the"Comments,~' column. A sample and ~xplanation of 

this format appear on the following ~age.A sampling of forms 1S also' 

presented in each section. 
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51 

OESCfllPTION FonM 

(A description of 
each step is provideq 

I 
('l!he form column 
is used to 
denote the 
eKistence of· a 
sample form and 
the number 
assignlt<l to it.) 

('l'h is 'co lwun 
gives the page 
of the manual 
on which the 
form can be 
found. 

STATUT.E 
NO. OR 

RULE 

Relevant 
statutes or 
rules are 
referenced 
for steps 
in the pro
cedure. All 
rule cita
tions are tc 
the Maryland 
Rules of 
COi:irt and 
~ndica
ted by 
tCMR .u 

Statutory 
citations 
are to the 
Naryland 
Code. 

rnOCEOUffE 

(This column pq>vided a detail~d 
description of the procedure to be 
followed in completing each step of 
the process.) 

11 

, 

COMMENTS 

(Rel)6vant statements are included 
to more fully explain the 
procedure or process or to provide 
helpful background information.) 

*An asterisk in the Conwents 
section indicates a reference to 
a Cost or Fee Schedule in the 
section. 
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1 Law Header Record 

2 Law Master Record 

3 Equity Header Record 

4 Equity Master Record 

5 Juvenile Header Record 

6 Juvenile Master Record 

7 Criminal. Header Record 

8 . Criminal Master Record 

9 Appointment Form Letter 

f,f't\. 
~-
I . 

Forms List 

ADMINI$TRATION 

10 Request to Stop Payment Form Letter 

11 Transmittal Letter (Unpresented Checks) 

12 Transmittal Letter (No Unpresented Checks) 

'\~ 
n. '"':' ,_, .. - •• ~ ......... '''-

13 Annual Report of Property Presumed Abandoned. (Form APD-l Summary) 

14 Abandon~)d Property Detail Sheet (Form APO-2) 

15 Detail of Items Removed (Form APD-5) 

a (i) 

~------------------~----~------~----------~----~",~-r,---------
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Foems List Continued 

16. Petition to Pay Funds in Accordance with Annotated Code of Maryland 

17. Re':!littance Advice for Property Presumed Abandoned (Form APD-4) 
Commercial Law Title 17 

18. Request for Appointees Qualification List (EX]20) 

19~" List of Appointee Qualifications 

20. GAD Form CW-IO 

21. Report of Fixed Assets (GAD Form CW-]) 

22. Annual Report (to Comptroller of the Treasury) (GAD Form C-l) 

23. GAD Form C-2--Monthly Cash Activity Report 

" 24. GAD Form C~19--Monthly Receipts and Disbursements 

25. GAO, Form CW-2--Monthly Report of Cash or Deposit in Various Banks 

26. Quarterly Reports--Social Security and Federal Tax (Form no. 26-26c) 

27. Annual Report of Federal Tax (with W- 2 Form) (Form no. 27-27a) 

28. Monthly Report of State Tax " 

29. Monthly or Hi-Weekly Report to Pension Fund (Form no. 29-29a) 
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PROCEDURE COMMENTS 
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r DESCRIPTION FORM NO. OR 

• RULE l.----------.----------________ +-~ __ ~----~~~~==~--_+------------------------------------------_-J~---------------------------~--------------
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i Maryland Automated 
Courts Status Report- 0 

ing System 

A-I 

. 

NOTE: The Maryland Automated Courts 
Status Reporting System is a computer 
based docket accounting system designed 
to provide the judicial cOmIJlunity of' 'the 
State of Maryland with curLent, accurate 
rnanagem~nt information to assist .in the 
efficient administration of the courts. 
It is presently restricted to the cir
cuit court level. Although the infor
mation is compiled by the Administrative 
Office of the Courts, under the direction 
of the Chief Judge of the Court of 
Appeals, ali managers within the circuit 
courts are expected: ,to use its contents 
in a manner app;ropriate to their function 

There are two ,basic co;J.lection 
forms for each of the four areas of 
interest; la~, equity, juvenile, and 
criminal. These forms are cO'lor coded 
as follows: 

l. Law -- White 
2. Equity -- Ye,llow 
3. Juvenile -- Green 
4. Criminal -- Pink 

All forms are provided to,the clerks of 
court on an as required basis free of 
charge. They are to be ordered for a 
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Administrative Procedure 

-----------------~,_---r---..-------~------~--~-------~----~-------~--~------------------~-_______ M 

STATUTE 
OR 

RULE 

.;r,. 

1r~~;~., 

DESCRIPTION 

n A 

~ 

FORM NO. 

" 

0, 

PROCEDURE 

A-2 

COMMENTS 

siK-mo~thperiod each time from the 
Administrative Office. Forms may be 
filled Ollt in ink or pencil; typing 
is not required or encouraged. 

All forms completed during a nor
mal work week, Honday tht'ough Friday, 
will be placed in a single envelope, 
regardless of categorY (law, equity, 
juvenile, and criminal), uncollated 
and mailed to the Administrative 6ffice 
of the Courts, at the conclusion of busi
ness on Friday. If Friday is a holiday, 
then they should be mailed on the last 
working day prior to Friday. rhe objec
tive is to have the last week's work at 
the Administrative Office at the start 
of the new business week. For purposes 
of our monthly reports, which are gener
ated from these wedkly envelopes, the 
last day of the month is the last Friday 
of the month. 

All automated system supported 
courts, present and future, will submi~ 
their detail monthly on magnetic tape 
in accordance with arrangements made 
with the Assistant Administrator for 
Information Systems. 

J' .-
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Administrative Procedure 

DESCRIPTION FORM 

Header Records 
,1,3 
5,7 

. 

Master Records 2,4 
6,8 

STATUTE 
NO. OR 

RULE 

a) 

b) 

c) 

d) 

a) 

b) 

c) 

d) 

0 ... LC 

PROCEDURE 
: .. , 

Fill in Header Records completely at 
the time a case is filed. 

Place Header Records in envelope ,for 
weekly mailing to Administrative 
Office. 

Mail envelope containing Header 
Records to Administrative Office. 

Make proper entries on docket and 'case 
folder. 

Complete identification elements of 
Master Record when a case is filed. 

Place Master Record at back of case 
folder until f,inal disposition, 

'When case is disposed of, complete 
master in accordance with the defini-
,tion for each case-type category (l~w, 
equity, juvenile, and criminal). 

Nail complet~d'Master Records weekly 
with Header Records to Administrative 
Office. 

A-3 

4 

o 

'0 

" 

\' 
'\\ 

COMMEI(rS , 
" 

Collection forms \ are of t\\!O types, 
Header Records and Master 'Records. 

" '. 

, 

, 

" 

I 
1 

f 
'i 

c) See below for definitions of case-
type category dispositions. 

! I 

i) 

,0 



o 

(j 

o 

':1 

If 
V' 

~ ., 

Administrative r:'i:ocedure 

4 

-----------------------~r---,_--~--------~----~--------------------~~~--~--~----------------~-----------------j 
STATUTE ' 

DESCRIPTION FORM no_ OR PROCEDURE COMMENTS' 
RULE I ________________________________ ~----~~-----.--~~~~----t---------------------------------------------------~--~--------------------------------------------------~ I 

e) Make proper ~ratries on docket and case 
folder. 

Proceedings Reheard 
OL- Reopened 

Codes 

\, 

.... J 
,,,:"./ 

-Prepare new Header and Master Records. 

A-oj 

~; 'I'he intent of this system is to 
ga1n a more precise measurement of the 
pending and cOmpleted workload of the 
courts. There are many proceedings 
which are subject to rehearing or re
opening after the original disposition 
of them. Examples include: 

- matters placed on the Stet 
docket 

- inactivated cases 
- confessed judgments which are 

stricken ,/ 
- many equity proceedings, etc. 

In effect, each oe these r~hearings. 
reopening s , etc., constitutes a new 
transaction, a new unit of work. The 
same docket number used on the original 
header and master may be reused as Ulqny 
times as may be necessary-

N01'B; Codes have been developed for 
all courbs and judges in the system: 

Exhibit A - Circuit Courts -
Never to change. 
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Administrative Procedure 

DESCRIPTION FORM 

Common Entries 

NO. 
STATUTE 

OR 
RULE 

"i-." 

,~ '" 

~ 
t • 

PROCEDURE 

A-5 

COMMENTS 

Exhibit B-5 - Appellate judges - To 
be changed ~s necessary. 

Exhibit C-l - Circuit court judges -
To be changed as 
necessary. 

Exhibit C-2 - District court judges -
To be changed as 
necessary. 

Exhibit B-4 - Events - To be changed 
as necessary. 

The Circuit Court codes are permanent 
and are to be entered on the appropriate 
(second) line of every form for the 
court submitting the report. 

All Masters, regardless of loca
tion, are given the code designation 888. 

Judges retain their code number 
until they change courts (~., a Dis
trict Court judge is appointed to a 
circuit court) • New pages wi].l be 
published as required. 

NOTE: There are several entries on the 
records that are common. These common 
entries include: 

'~.'.' .. ~t , 
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Administrative Procedure 

DESCRIPTION 

HI Docket Number 

o· 

/I 

I,' 
FORM NO. 

STATUTE 
011 

RULE 
PROCEDURE 

A-6 

o 

COMMENTS 

11 Docket NUlnbe!:" 
&2 Date 
j3 Judge's Code 
~4 Master's Code 

Eight spaces have been allocated for each 
docket number. 1'hese cqn be a combina
,tion of numbers andletl'::'ers oc' numbers 
only, according to the reporting clerk's 
office policy. Jhe small blocks have 
been added"to allow an optical scanner 
to read the data without human interven
tion. 

Examples: 

I I I I I J I J I" il 
I } 111. al sl71 h 191 ~ I 
II I ISl1ltflg\sl 

Docket 11112 

Docket "17857698 

Docket '54480 

These examples should include all known 
docket numbering systems in the State. ' 
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Administrative Procedure 
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DESCRIPTION FORM 

1" ,I 

Ii 
Ii 
rI , ! 

~2 Dates 

I 
! 113 Judge's Code 

j 
'1 Ii 
fi 1 

f'\ 
\ ) 

#4 Master's Code 

f' '! 

'1 
? 

1 
j 
(, 

NO. 

/) 

f:'" 

STATUTE 
OR 

RULE 

\J 

PROCEDURE 

1',-·7 

" 

1\ 

COMMENTS 

All dates will be filled out in the 
traditional numeric fashion: 

Examples: 11-22-75 November 22, 1975 
02-04-'764'ebruary 4, 1976 

Filing Date is the day on which a matter 
is filed with the Clerk of Court. 

A judge's code will be recorded for all 
matters in which he was dire'ctly, res
ponsible for the event. 

Masters, used as hearing officers in 
equity and juvenile matters, \<d,ll be 
recorded by code 888 in all cases in 
which they have performed the substan
tive duties of conducting hearings. In 
these cases, the judge's role is usually 
proforma since he merely indicates 
endorsement of the Master's findings 
and recommendation by affixing his 
signature. Enter 888 in the Judge Code 
spaces. If the Master's findings are 
not accepted and a judge assumes the 
burden of hea,ring, record the judge's 
code. 
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Administrative Procedu~e 

\~::, 

DESCRIPTION FOAM NO. 
STATUTE 

PROCEDURE COMMENTS OR 

RULE fl;, 
Case-Type Codes 

I 
( 

Law Law headers and masters are identical 
th~ough Item D. The Court ,Code, Docket 
Number, and Date Filed blocks were 
explained above. Item C, Category, 

" 
should be completed by the number 
corresponding to the nature of the 
matter. These are explained as follows: 

J 'I'OR'PS ---
01 Motor Torts: 

" 

- Personal injury and property damage 
cases arising out of Motor Torts 
other thaQ consent cases. 

- Removed cases arising out of Motor 
Torts. , " 

- Attachments arising out of Notor 
'1'orts. 

02 Other Torts (other than consent cases ) : 

Personal injury and property damage 
cCJses arising out of Other Torts 

" ' 

such as: 

- Assault and battery 
- Libel and slander 

, 
, 

A-B <::J 
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Administrative Procedur~ 

DESCRIPTION FORM NO. 
STATUTE 

OR PROCEDURE 
RULE 

.j 

03 

0.4 

A-9 

o 

COMMENTS 

- False imprisonment 
- Malicious prosecution 
- Persons injured on land or 

premises (tenant· and landlord, 
business and socia'l invitees, 
licensees, trespassers) 

- Miscellaneous 
- Removed cases arising out of 

Other Torts' 
- Attachments 

Consent Cases: I 
All Friendly Suits filed on behalf of 
infants by parent, guardian or next 
fri€md f.or injuries sustained arising 
out of any type of Tort. f 
Contracts (all except Confessed 1 
Judgments): 

,'.' 

- All actions for breach of contract 
whether under verbal or writ·ten 
contracts. 

- All contract actions in which a 
claim for Sununary Judgment is made. 

- Attachments arising out of contracts. 
- Removed cases arising out of 

contracts. 
- Landlord-tenant District Court ',) 

appeals. 

r:::;1 
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Administrative Procedure 

.-

DESCRIPTION FORM NO. 

o 

. 
STATUTE 

OA PROCEDURE 
RULE 

, 
05 

06 

07 

A-10 

o 

COMMENTS 

Confessed Judgments: 

Complete a header and master includ-
ing disposition at time of filing 
and submit in weekly envelope. 
Stricken Judgments are new filings 
as stated in the General section of 
these instructions. 

Condemnation: 

All Condemnation cases. 

Other Law: 

All Other Law actions such as: 

- Detinue 
- Replevin 
- Ejectment 
- Issues from Orphans' Court 
- Mandamus 
- Conversion 
- Trespass 
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A~~inistrative Procedure 

----------------------~ .. ~.--~T_--~--------~~------------------~---------.----~r_--~.------------~~-~------------~ .. STATUTE 
DESCRIPTION FORM NO. 

, 

OR 
RULE 

PROCEDURE 

A-ll 

., 

COMMENTS 

HABEAS CORPUS 

08 Writs by Prisoners: 

All petitions or applications for the 
writ filed by prisoners. 

09 Other: 

All other petitions for the writ such 
as: 

- Petitions for sanit~ hearings 
- PetitIons for immediate bail 
- Bail set after hearing 
- Petitions for custody in infant 

cases 

Note: Do not report number of 
Habeas Corpus "Ad Testificandum" 
or "Prosequendum" filed since it 
is simply the issuance of a sum
mons for a witness to be brought 
in to testify and is not an 
action or a case filed. 

10 Defective Delinquents: 

All Defective Delinquent cases filed. 
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STAJR

UTE 
PROCEDURE COMMENTS DESCRIPTION FOAM NO. 

RULE 

'A-12 

"II 

Item D (Appeals~ is defined as: 

1, 

2. 

3. 

Record - Matt~r is to be tried by 
a judge's review of a written or 
electronic recording of the pro
ceedings in the District Court. 

De NOvo - Matter is to be tried on 
theJiiei:lts as an original proceeding 
even though initially tried at 
District Court level. 

Administrative Agencies - Matters 
arising from appeal of decisions 
from administrative agencies such 
as: 

'- Norkmen's Compensation COlluuis-
sion 

- Zoning Appeals 
- Liquor License Co~"~ssioners 
- Department of Taxat~on and 

Assessments 
- Motion Picture Censors 
- Supervisors of Elections 
- State Comptroller (Sales 'j'ax, 
etc.)' 

- Funeral Director 
- Physical '!'herapy 
- Employment Security 

~ .. 
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Administrative Procedure 

DESCR4PTlON 

Law Trial 
Definition 

FORM' NO. 
STATUTE 

OR 

RULE 

--'" .... -----~-~ -,-

PROCEDURE' 

() 
! 

COMMENTS 

- County Commissioner 
- State Motor Vehicle, Authority 
- All other 'administrative bodies 

Item E -Total Claimed (header only) 

This category was requested by House 
Joint Resolution No. 74 of February 28, 
1974. It pertains to Motor Tort Cases 
OnlY, Do not fill in anything if~ 
total amount claimed in a single docket 
,ita tter is zero or less than $ 2; 500. 
Choose the appropriate bracket for 
matters falling within the specified 
doll,ar limits • 

Trial-~For statistical purposes, a trial 
in cases at law, whether an original 
action Q..r an appeal' "de novo," is defined 
as (I) \1- can tes ted heaz:;ing on the 
essential facts of the cause of action 
alleged for; (2) the intended purpose 
of making final disposition of the case; 
() in the absence of waiver, both 
par,ties must be present or represented; 
and (4) contestina the action, and the 
proceedings must advance to the point 
where (Sa) the ~ is ~, or if a 
nonjury case, (Sb) at least one witness 
has been placAd under oath. -X-case 

I .' ~ 
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Administrative Procedure 

.-.:,. .-
- -.-

STATUTE 
DESCRIPTION fORM NO. OR PRdCE,PlJAE COMMENTS 

RULE •.. ~ ..... -

>-
presented to the court on stipulated 
facts ror a final disposition as a 

I:" resolution of the law in the case is 
also classified as a "trial. " 

,>, '., 
ECJuity 

'\; ,Items Court Code thcough Date F'iled weee 
" " . ':0~ '\covered in the Common Entries section. 

!',"-

':<; Item C on both header ~nd master is 
lUlled in as follows: ., 
")~,.,,,:, Regular adopti07l--regular adoption 
'-""proceeding's. 

2. Petit-tons for Guardianship--Report 
separately all Petitions for 
Guard ianship Preceding Adoption 
~ursuant to Md. Code Arl:. 16, 

72 (a) and (b). 'I'his includes 
both guardianship with the right to 
adoption and guardianship with the 
right to consent to long term" Cdre 
shoet of adoption. 

o 
.. , 

3. Divoece, Nullity, ~Iaintenance oe 
(self explana to ey. ) 

I t 

A-14 
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Administrative' Procedure 

---------------------.----T----r----~~,_--------------------~-----------.---------------------~------------.. 
STATUTE 

OR 

RULE 
DESCRIPTION FORM NO. PROCEDURE 

() 

A-IS 

COMMENTS 

4. Paternity (self explanatory). 

5. Foreclosure (self explanatory) . 

6. Other--if not one of the above listed 

TRIAL: E'or stat.istical purposes, an 
equity "trial" is defined as (1) a hear
ing on the facts upon which relief is 
sought for; (2) the intended purpose of 
making a final disposition of the case; 
(3) both parties need not be present 
or represented but the proceedings must 
advance to the point where at least 
one witness has been placed under oath. 
A case presented to the court on 
sti,p'ulated facts for a final disposition 
as ~o a resolution of the equitable 
principles or remedies which are applied 
i~ the case is also classified as a 
"trial." This inqludes proceedings 
before a Master if these conditions are 
met. If proceedings are before a master 
and the criteria for trial are met, the 
code number for a Master rather than a 
judge should be entered. This same 
procedure should be followea if a master/ 
examiner is involved. If the proceed
ings are before an examiner and the 
c.riteria for trial are otherwise met, 
the code number for the app,rdpriate 
judge should be entered. 

-----,...,,=,,= ==-_ .. =:=-== ___ ==_-______ ",., __ .",' __ . ,._. _______________ ~_:. __ ."._---__ . ··l 
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Administrative Procedure 

',j DESCRIPTiON FOAM NO. 

Juvenile 

o 

STATUTE 
OR 

RULE 

-,r ,--o.----.;.-,_,,_._.v -;;-~~.-

PROCEDURE 

A-l6 

o 

o 

!) 

, COMMENTS 

DISPOSITION (DA'l'E): All masterslIIllst 
bave,tb1s entry prior to submission. 
Disposition date is defined as that 
date on which: a judgment. is entered 
tif trial or ent.ry of a consent judg
ment.; settlements, where an order of 
"Agreed and Settled" is filed on the 
Docket; dismissals occur (voluntary 
or involuntary). 

Court Code and Items A and B of bot~. 
header and master w.~re previously 
defined. 

Iten~ - Category 

Indicate appropriate number which best 
describes the proceeding in accordance 

~ with Section 3-801, Court~ Article. 

1. Delinquency--Proceeding involving 
a delinquent act. This is an act 
which would be a crime if COllllllltted 
by an adult. 

2. Dependency and Neglect: . '1'llis is an 
obsolete ~~9.EX . .:.. Do not ~. thi~ 
number. Form~ Will be change'!. when 
present. supeli:e~ are exhausted. 
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Administrative Procedure 

DESCRIPTION FORM NO. 
STATUTE 

OR PROCEDURE 
RULE 

I 
" 

\' 

A-17 

--~. ~.~,~~~--------------~-------
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COMMENTS 
" 

3. Adult: Adult means a person who 
is 18 years old or older. 

4. Child in Need of Assistance: A child 
who needs the assistance of the court (I 

because: 

a. He is mentally handicapped or 
is not receiving ordinary and 
proper care and attention, and 

b. His parents, guardians, , or 
custodian are, unable or unwill-
ing to give proper care and 
attention to the child and his 
problems provided, however, a Q 

child shall not be deemed to be 
in need of assistance for the, 
sole reason he is being furnished 
nonmedical remedial care and 
treatment recognized by State 
law. 

5. Mentally Handicapped Child: A child 
who is or may be mentally retarded 
or mentally ill. 
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Administrative Procedure 

DESCRIPTION fORM NO. 
STATUTE >. 

I: 011 rROCEDUHE 
RULE . 
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COMMEI',n:S." " 

-
6. Child in Need of Supervision: l~ 

child who 'requh'es guidance, l:J'l::a 

ment, or rehabilitation because: 

a, Be is requi:ced by la~1 to attc; 
school and who is halJituaLly 
t.ruant from s.chool; 

,';' 

b. lie is habit:lully d.i sobedient, 
ungoverJ)ablf~ , clna beyond COllt 
of the person h."ving C:1I5t(jc1~' 

him \~itho\lt subs tim tid 1 flltill 
on the part of thfJt 1"t;:r~oJl ; 

c. Be depOl:ts hlms(;lf 50 i. !:j 1:0 

injure or ellc1<\l)ge J: hil:l::.c:lf .,1 
others; 0'( I 

d. lie has cOlltilli 1.. L",d clfl pi'ft:fi!'.Jt:: 
applicable:. only LO clliJdn::Il. 

NO't'E: Due to the future rt:ljUilC:!mt1nlS 
the Maryland Statl:! PoliCe, DE'f,a .. 'twellt 
Corrections, Department ()f Pulol,,, Cincl 

Probation, anu Pederal Agench·s inclll 
the FBI, it is rl~(;oJ\lIf1end ed that all 
courts adopt a single indictment nUIl,l, 

per defendant pr"r cl"l&l'gepoU cy as so 
as practicable. Most of our COUl.·ts h 
already done this or are in the planll 
stages of doing so. MarylaIld like 
virtuaUy all other -progressive state 
is in the developmental phase of an 
integrated criminal justice infonnati 
system project to serve· all off the 
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Administr:.ative 

DESCRIPTION 

, 

Procedure 
" 

FORM NO. 
STATUTE 

OR , , PROCEDURE 
RULE 

, 

. 

, ' 
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COMMENTS 

.agencies I. involved • These systems 
ultimately will be fully integrated 
nationwide through the FBI's NCIC. This 

tt will operate in .a m.anner similar to the 
Bell System with loc.al, st.ate I and , regional interfaces. 

Those j~risdic,tions within the 
State of Maryl.and presently using a 
single indictment number for a number of I 

charges ag.ainst a single defendant or I 
number of co-defendants in combinations .a ~~::=~~. 

of ch.arges and defendants may continue to 
do so until problems are resolved at the 
local level betw~en State's Attorney 
and Clerk of Court Offices. It is 
requested that each defendant in a 
matter having only one docket number be 
identified by a letter character. For 
instance, if defendants Jones, Smith, 
and Green are charged with armed robbery, 
assault, and possession of a deadly 
weapon under indictment number 7125, 
three separate h'i!aders and masters 
should be prepared as follows: 

7l25A - Jones (all charges) 
7125B - Smith (all charges) 
7125C - Green (all charges) 
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Administrative Procedure 

DESCRIPTION FORM NO. 

o 

STATUTE 
OR 

RULE 
PROCEDURE 

A-20 

o 
V 

" 

-'----------~-'------.- . =r;; COMMENTS 

:rt:e saine procedure will be used in single 
defendant, multiple charge casefl. This 
example will be referred to in instruc
tions to follow. Annex E contains more 
information on co-defendant reporting 
as well. 

Court CodEl and Items A and B' (See Common 
Entries section). 

Item C requires the entry of the appro
prIate numerical code for thE! charging 
document; 

1 Nonsupport 
2 Indictment 

'3 Motor vehicle Appeals from 
Distr ict Court 

t All Other Appeals 
5 Post Conviction 

',.6 Criminal Information 
7 Jury Trial Prayed at District 

Court--no prior trial held 

Item D ~. Plea ---
In most proceedings this will be simple, 
partic~larly in those jurisdictions 
usi,ng the single docket number per charge 
per defendant method. In House Joint 
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Administrative Procedure 

DESCRIPTION FORM NO. 

" 

STATUTE 
OR 

RULE 

---. -'" -.~.------~--...----~~---

,.' ." 

0, 
. ' 

.Jl 

PROCEDURE 

A-21 

COMMENTS 

Resolution No. 74, the State Court 
Administrator'is requested to report on 
the effect of plea bargaining in criminal 
cases: In order to comply statistically 
with this Resolution, the following is 
requested: 

l. 

2. 

Jurisdictions using the single 
charge/defendant/docket number 
procedure fill in th~ appropriate 
number.; 1 = Guil t.y, 2 = Not Guilty . 

Jurisdictions not having the. single 
charge/defendant/docket number 
procedure will apply the following 
criteria using the Jones, Smith, 
Green example dited previouSly. 

a. If'a defendant pleads guilty to 
all charges or not guilty to all 
charges, so indicate with a 1 or 
2 as appropriate. 

b. If a defendant pleads guilty to 
one or more charges but not 
guilty to one of the charges 
covered by a single docket 
number, statistically for this 
system, he is regarded as a 
NOT GUILTY plea. For instance, 
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Administrative Procedure 

. 

DESCRIPTION FOAM NO. 
,/; 

STATUTE 
OR " PROCEOUAE 

RULE 

A-22 

c. 

COMMENTS 

if Jones pleads not guilty to 
assault but guilty to armed 
robbery and the deadly ~,eapon 
charge, enter No. 2 in Item D 
for Docket Number 712.5A. 
Occas'ionally Nolo Contendere 
plea~ are entered in criminal 
proceedings. These statistically 
will be regarded as GUrLTY, enter 
No. I in Item D. 

-;;..;;0-. 

Item E - DisposItions 

Dispositions will be handled in the same 
manner as 0 in single charge/defendant/ 
docket number courts. All others will: 

1. Stet - Matters in which all charges 
against a defendant are stetted. 

':.~j 

2. Nolle Prosse - Matters in which all 
charges against a defendant are 
Nolle Prossed. ~ 

3. Not Guilty - Matters in which a 
defendant is fou,nd not guilty of 
all charges. 
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Administ,r.ative Procedure 

DESCRIPTION 

Criminal Definitions 

,I 

FORM NO: 

/' ,I 

STATUTE 
OR 

RULE 

-,,-

it" J) 

l I 
0

_, 
, " 

; 

PROCEDURE COMMENTS 

4. Guilty- Matters in which a defendant 
is round guilty of any of his 
charges. 

5. Probation - Matter? adjudged as such. 
(Classification of this item expected 
from 1976 General Assembly.) 

6. Dismissed - This disposition choice 
will be added to all new forms as 
SciOi1 as StOcks-areexhaUs~ The 
computer has been programmed to--
accept it !!9w. 

TRIAL: For statistical purposes a trial 
in criminal cases, whether an original 
action or an appeal de novo, is defined 

- as (1) a contested hearing on the essen-
- tial facts of the specific offense as 

alleged for; (2) the maintained purpose 
of maki'ng final dispositl'on, of the case; 
(3) both parties must be present O~ 
represented; .and (4) contesting the 
action and the proceedings must advance 
to the point where (Sa) the ~ is 
sworn, or if a nonjury case (Sb) at 
least one witness has been placed under 
oath. Guilty and nolo contendere pleas 
entered prior to the occurrence of the 
events described in Sa or Sb above are 
not trials for purposes of this defini
tion. 
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Administrative ProGedure' 

STATUTE 
DESCRIPTION fOAM NO. OA 

RULE 
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:\ -
Iii 

.. 
PROCEDURE COMMENTS 

No trial code will be entered if all 
matters on a single docket number are 
given a stet or nolle prosse. 

Diseositioi.l (date): In criminal cases, 
this will be the date of pronouncement 
of a Not Guilty verdict, Probation, 
Stet, or Nolle Prosse. If the verdict 
is guilty on any of the charges on a 
gi-en docket number, the disposition 
date is the date of sentenc'ing. Please 
see Annex f: for further classifications, 

Jurisdictions haying an automate,! system 
will use the "Closed Status" parameter 
as a pointer for their disposition 
record program. 

No'rE; These regulations, like all 
"aarnin is t ra t ive procedures, ,will neces-
sarily undergo periodic revision. 'I'he 
format design is such that when a change 
is made, this Office will republish the 
entire page affected so that the out-
dated one can he replaced by the current 
version. For instance, if a definition 
on a page is changed, all offices will 
be sent a new page to post in .the pro-
cedures manu#li discal'd the old page. 
All changes will be dated and marked 
to insure a smooth update. 
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Administrative Procedure 

--------------------~-T_--~~--_r--------_,~---------------~.--------------------.-----------------------------~.,-~ --~--
DESCRlPl'ION' 

Personnel Policies 

Appointment of 
Deputy Clerks 

FORM 

9 

NO. 

A-58 

STATUTE 
OR 

RULE 

Constitutio 
Art. IV, 
Sec. 26 

PROCEDURE' 

a) Prepare Appointment Request Letter. 

bJ' Forward letter t'o judges of the city/ 
cou!'\ty for confirmation. 

c) File letter in individual's personnel 
file. 

d) Notify Comptroller. 

COMMENTS 

NOTE: To instill an incentive in the 
employ~~s, fair methods must be set up 
as to appointments, promotions, uniform 
annual and sick leave policies, adequate 
working conditions, and above all, 
respect for the performance of 'the 
individual's duties from the immediate 
supervisor to the head of the office. 

NOTE: Those offices under the Merit 
System fol~ow tI~ ,rules and regulations 
promulgated by the Secretary of 
Personnel 

a) Appointments are made on the basis 
of an individual's ability, without 
regard to race, color, creed, sex 
or national origin 

e} Prepare and forward MSRS Forms land 4. e) Send forms to Maryland State 
Retirement Systems ,'301 West 
Preston Street, Baltimore, 
Maryland i1201. 
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Administrative Procedure 

DESCRIPTION 

'l'ecfllinatioll of 
Deputy Clerks 

Heck ly I~ork /lours 

ElOploy~e Leave 
Policies 

Hl Annual Leave 

o 
~._/ 

FOrtM NO. 
STATUTE 

all 
RULE 

MR 1215 

-" 

PROCEDURE 

a) E'r,epare Ter,,!ination Request Letter. 

b) Forward letter to Comptroller. 

c) File letter in individual's personnel 
file .. 

A-26 

o 
\.J 

COMMENTS 

NOTE; Deputy Clerks and other employees 
a:re-expected to work a normal minimum 
work \veekconsisting of the number oE 
hours prescribed by judges of each 
respective court or for classified 
employees of this State. 

NOTE; Employee leave policies cover 
the following three areas: 

11 Annllal Leave 
~2 Personal Leave 
U3 Sick Leave 

NO'I'E; Each full-time, salacied elUployee 
of the Clerk's Office is entitled to 
annual leave as follows; 

1. Upon completion oE six (6) 
months of service--five (5) 
days. 
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DESCRIPTION 

., 

#2 Personal 

, 
", . , 

FORM 

LeaVE 

ST:\TUTE .. 
NO. OR PROCEDURE 

RULE 

. 

I 

A-27 
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COMMENTS 

2. Seven (7) months through fUth 
year, ten (10) days--earned at 
the rate of .83 days per month 

3. 6th year through lOth year, 
fifteen (15) days--earned at the 
rate of 1. 25 per month 

4. 11th year through 20th year, 
twenty (~O) days--earned at the 
rate of 1.66 days per month 

5. 21st year and over, twenty-five 
( 25) days--earned at the rate of 
2.08 days per month 

NOTE: Annual leave may be accumula ted 
to a maximum of thirty-five days and 
carried into a new c,alendar year. This 
leave should be available to each 
employee for vacation at any time upon 
req~est, with the approval of the Clerk. 

Employees are entitled to personal lQave, 
with pay, up to. and including three ( 3) 
days in any calendar year. 
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Administrative Procedure 

DESCIlIPT/ON FOAM NO. 

83 Sick Leave 

o 
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STATUTE 
011 

RULE 
PROCEDURE 
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COMMENTS 

NOTE: Personal le!lve llIay not be 
accumulated; any unused personal leave 
at the end of a calendar year is for
feited. Personal leave may be used for 
religious hol idays or any other purpose 
provided permls~ion is obtained from ,I 
the Clerk. 

Persons \~ho are employed on a 
temporary or emergency basis do not earil, 
and are not eligible to rec!;!ive, aillY 
paid leave as provided for a90ve. 
lIo~lever, if they are appoint",(jto a 
permanent positio~, the starting d~te fOr 
any annual and sick leave is retroactive 
to the beginning of their temporary or 
emergency employment status. 

NOTE: Employees earn sick leave ~t a 
rate of 1-1/4 days fOr each full monthof, 
cre~itea service, starting with the 
first /Ilonth of service (or a total of 
fifteen (15) wOfking days per'year). 

NO'I'E: 'l'here is no 1,illli:;:; on:Sick Leave 
accumulation.' ulllIsec,l"':ll,ck Leave is 
credited at tile time of retirement at 
the rate of 22 days, equaling one month's 
retirement. 
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Administrative Procedure 

Use of Office 
Equipment and 
Facilities 

Travel Regulations 

secretary of Per
sonnel Regulations 

Pay Schedules 

/i 
~ 1/ 

FORM 'NO. 
STATUTE 

OR 
RULE 

- ,-

o 

PROCEDURE 

A-29 

COMMENTS 

In case of sickn~ss sufficiently 
severe to keep an employee from his work 
sick leave shall be available to the 
extent: earned.. For any illness of 
three (3) or more consecutive working 
days, an employee must submit a certi
ficate, signed by a licensed physician, 
which authenticates the period of 
illness. 

The personnel, equipment, and facilities 
of each clerk's office may not be used 
for personal purposes. No personal or 
private business shall be conducted in 
or from the clerk's office . 

NOTE: See Exhibit I, Comptroller's 
Office Directive. 

NOTE: These regulations cover the 
following personnel areas: 

1. Time-keeping procedures for 
employees. 

2. Employee Leave Benefits. 

NOTE: See Exhibit J. 
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Administrative Procedure 

DESCRIPT/ON FORM 

Payroll Increments 

" 

() 
"-----tt=m 

(I 

NO. 

\1 
1\ 

STATUTE 
011 

RULE 

-F 
.'"~ -~~-------~..----------

PROCEDURE COMMENTS 

NOTE; Employees are permitted payroll 
InCrements on July 1 of each year accord
ing to the Pay Schedule of the State 
Comptroller's Office. Merit system 
employees are permitted pdyroll increment; 
on January I and July 1. 

'I'he Clerk can proillote employees 
if a vacancy exists and if he/she has 
the approval of the Comptroller. 

Pn\pare pro,mt)tion request letter; forward 
to ~ta te Comptroller for approval. 

A-3'l:l 

NOTE: 'l'he State Comptroller notifies 
the Clerk o~ the decision regarding 
the reques t. 

An annual affidavit of salary 
received per employee is submitted 
to the Comptrolle.r at the end of the 
fiscal year. 
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Administrative Procedure 

----------------~~~~-------,-----------------~--~----_r---------------------~ 
STATUTE 

OR 
RULE ,,' 

DESCRIPTION 

Accounting 
Procedures 

FORM NO. PROCEDU,IlE " 

c.:-; 

A-31 

COMMENTS 

NOTE: The Clerk is responsible for the 
collection of large sums of money for 
the State and local subdivisions. It 
is important for the Clerk's staff to 
contain well-trained and qualified 
personnel with knowledge of accounting 
procedures. This may be done by on
the-job training or by employing per
sonne~ with a background in accounting. 
In larger courts, it is desirable to 
set up a system of internal controls, 
whereby an "in-house" audit can be con
ducted. In the event that funds cannot 
be accounted for, the Clerk'may be per
s9nally liable. 

The following checklist will aid 
the accounting staff (Legal R~ferences-
Annotated Code of Maryland) : 

1. Article 17--Clerks of Court 
2. Article 26--Courts 
3. Article 36--Fees of Office 

(see also Courts & Jud. Proc. 
7-201-207) 

4. Article 56--Licenses 
5. Article 62--Marriage Licenses 
6. Article 8l--Revenue and Taxes 
7. Courts and Judicial Proceedings 
8. Real Property 
9'. Commercial Law 

J ______________ ~__=~=====~-----____________________________ --~----------------------------------____ ~ _____________ ----~----. 
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Administrative Procedure 

DESCRIPTION 

General Elements of 
an Accollnt:ing 
System 

,-

Maintel)ance of 
distinct accounts 

O
· 

. , 

FOIlM NO. 
STAHJTE 

OR" 

RULE 
PROCEDURE 

NOTE: A variety of receipts, such as 
fines and costs and fees are processed b¥ 
the C~erk of Court. Each category of 
receipts should be maintained in a 
sepal;i:lte account. Separate accounts 
permlt closer monitoring of receipts and 
disbursements for each classification of 
funds, r~duces the difficulty in pre
paring mo~thly financial report~~ and 

COMMENTS 

NOTE; Standardization of accounting 
procedures may not be feasible due to 
the reCjuirements of individual locaU.
ti~s; however, the Clerk should be 
familiar with certain basic accounting 
techniques for efficient and effective 

. financial management. The following 
,aection outli~es the accounting require
ments of the Clerk's Office. 

allo\ols parallel bank accounting to verify I,e" 
the accur~cy of each account. I(~"' 
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Administrative Procedure 

DESCRIPTION fORM NO. PROCEDURE COMMENTS 
STATUTE 

OR 

RULE 
-------------------.----+----+----4--~~~~~----------------------------------~-------------------------------------

Uniform Disburse
ment Procedure for 
All Accounts 

Cash Receipts 

Development of 
Standardized 
Ledger Notations 

Frequency and 
Format of Deposits 

') f 

NOTE: When disbUrsements are made a 
check' should be issued. The clerk should 
never disburse cash. 

NOTE: Anyone depositing monies with the 
clerk should be given a receipt. The 
receipt may include the date, docket 
number, name of the individual and the 
signature of the indivinual. There should 
be a carbon in insure that a copy of the 
transaction is retained. 

NOTE: Standard ledger entries should be 
maintained to document individual trans
actions. 

NOTE: A uniform policy regarding the 
freq~ency and format of deposits should 
be developed to minimize the amount of 
cash in the clerk's office and to increase 
the documentation and cross-reference 
potential between receipts and deposits. 

A-33 

NOTE: Disbursing cash presents problems 
of storage, security and auditing. 

The use of checks provides a 
"hard copy" record of the transaction 
F'or aUditing purposes the transaction 
can be reviewed by tracing the check. 
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Administrative Procedure 

------.-------------------r----,-----,-------.----~--~~-----,--~--------------------------~--~~-----------------~.-----~-----STATUTE 
OR 

RULE 
DESCRIPTION FORM NO. PROCEDURE COMMENTS 

-----------------'I---I----I-------t---------------------1-----------..,-----.-------.-. 
Regul-nr Audit 
Review 

Processing Receipts 

RE!ceipt Issued 

Cash Receipt 

Deposits 

o 

NOTE; A schedule for regular audit review 
of each category of funds should be 
~~veloped to maintain financial account
ability and to continuously update 
accounting procedures. 

a) When a payment is made to the Clerk's al 
Office, complete a receipt; retain a 
carbon copy of the receipt. 

Included on th.;! receipt may be the 
following informatioll: 

bl Deposits should be made on a regular 
basis to minimize the amount of cash 
being retained in the clerk's office. 

A-34 

(J 

1. Docket number 
2. Date 
3. Type of account 
4. Namci of individual or case 

caption 

The receipt should be signed by the 
person accepting the payment. 

NO'I'E: See Exh iblt (), NCR :!.!. Accoun till<! 
MaCfiine 2perating SUCJgcstions and 
Reminders. 

b) See Exhibit E, F, and G for letters 
from Comptrollel:'s Office re 
making deposits. Also see Exhibit 
F for collateral pledged to secure 
bank deposits. A Bond for Money and 
Securities Coverage On/Off Premises 
is in effect to protect the Clerk's 
Office from robbery. 
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Administrative Procedure~ 

--------------- - --
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------------------------__ ---T-----r~--------~--~~---~--------------------------~----------------------~--------------\' STATUTE 
DESCRIPTION 

Docketing 

Posting 

Unpresented and 
Undelivered Checks 

(General Accounts 
Only) 

FORM NO. OR 

RULE 

Article 95., 
Sec. 7A 

PROCEDURE 

c) ~lake approprjate entries, if 
applicable, on docket and case 
folder. 

d) Post the required information in the 
appropriate account ledger. 

e) Prepare operating reports. 

a) Review checking account to ascertain 
what checks are outstanding for a 
period of two (2) years as of June 30 
each year. 

A-35 

COMMENTS 

e) See Exhibit ff for a Schedule of 
Operating Reports. 

NOTE: The Treasurer of the State, at 
the end of each fiscal year, determines 
the checks issued' against the funds of 
the State which have not been presented 
for payment withi'n the two years prior 
to the dates of determination. 

The Treasurer cr:tifies to the 
Comptroller of the Treasury the date of 
issue, check number, bank draw.!:!. agaInst, 
~ and amount of such checks and 
requests the Comptroller to warrant the 
amount and account for same in an 
account entitled "Unpresented Checks 
Fund." 
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Administrative Procedure 

I 

j 

" 
11 
il 
II 
hI 

Ii 

I 
'I 
~ , 

I 
~ 
~ 
J 

DESCfllPTlON NO. 
STATUTE 

COMMENTS FOAM on PROCEDURE 
RULE 

10 A-59 b) Notify bank to stop.payment on these 
checks giving the bunk th~ date of 
issue, check number, Payee ~nd. amount. 

In ( 
'. 

il A-60 c) Notify the State 'freasurer of the ':. -
funds being forward to him along <,. 

with the 1) date of issue of each 
check, 21 check number, 3) bank 
drawn aga.inst, 4 ) name of payee, and 
5) amount. 

12 A-6l d) IE there are no outstanding checks, 
E He a negative report. 

e) ~Iaintain a file on funds reported 
under Article 95, Section 7A. 

Unclaimed Property :ommer.cial NOTE: The Clerk is required to report 
_aw, Titl'1! to the State Cornptt"oller berore Novemb 
7 1 of each year as of June 30 next pre-

ceding any funds or othel" propel"ty, 
tangible or intangible, presumed 
abandoned. 'rhese forms are availabl.e 
from the Abandoned Property Unit, )01 
~o.l .. Preston Street. , Baltimore, Harylan 
2120 I. Usually the funds that the cle 
will report are those in the litigdnt 
accounts where money has been deposite 
pending the 
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Administrative Procedure 

DESCRIPTION 

[, 

'.) 

FORM 

13, 
14 

NO. 

A-62 
A-63 

/) , 

STATUTE 
OR 

RULE 

(j 

(I 

a) Review all monies deposited in 
litigant accounts to ascertain if 
still on deposit. 

b) Review case to determine if it has 
been terminated either by judgment, 
dismissal, or settlement. 

c) If case has been terminated, check 
to see if seven (7) years have 
elapsed since final determination. 

d) If money has remained unclaimed by 
owner(s) for more than seven (7) 
years as 0 f June 30, fill out forms 
~APD-l and APD-2. 

e) Forward forms APD-I and APD-2 to 
Abandoned Property Unit prior to 
November 1. 

A-37 

COMMENTS 

If) 
V!J 

J 

final outcome of a case such as Rule 
security for costs, deposits by the 
State, County or Baltimore City in 
condemnation cases, and in cases 
when the court orders payment into 
court. 

d) Form APD-2 must be filled out for 
each account unless the amount on 
deposit is less than $25.00. 

I 
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Administrative Procedure 

DESCRIPTION 
STATUTE 

fORM NO. on 
RULE 

-) 

15 A-64 

(.\ 

" 

16 A-65 

-,,-

. 

'rhe 

-~-~-------------------------..... '~--.-,~---~ ..... -
.' 

PAOCEOUAE 

Clerk upon receipt of this notice 

NOTE: 'fhe --

r/ 
II. 

i' 

COMMENTS 

Abandoned Property Unit, 
upon receipt of fonus APD-l and APD-2, 
have certain duties to perform which 
are set out in Section 17-115; .. Upon 
completion of these requit;elllents the 
clerk will receive a notice to forward 
the reported funds, less any amount 
claimed by the owner (5) , to the 
Comptroller of the Treasury. 

should proceed as follows: 

f) Check to as.:::ertain whether any funds 
reported \~ere paid to the owner(s) . 
IE so, prepare form APD-5--Detail 
of Items Removed. 

,. 

g) Oetenlline the balance of funas 
reported; it funds are in an interest-
draw ing accoun t, notify bank to 
determine the amount of interest due 
on each account. 

h) Prepare Petition and Order bf Court 
directing clerk to pay funds reported 
with interest to the Comptroller of 
the 'rreasury less open court costs 
where appropriate. 

A-38 
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Ac:llllinistratille Procedure 

DESCRI.eTlot-' FORM NO. 
STATUTE 

OA PROCEDURE 
RULE '. .. ~ . -

17 A-67 i) Prepare fonn APD-4. 

j) Write check q.nd forward with forms 
APD-4 and APD-5, if applicable, to 
Abandoned Property Unit. 

k) Make necessary entries on docket and 
file jacket. 

1) Review litigant account and other 
funds held in office that may be 
reportable for the coming year. 

m) Maintain a file on all reports and 
money paid under Title 17, Commercial 
Law of the Annotated Code of Maryland. 

Purchasing Regu1a-
tions 

Court Expenses 

A-39 

I 

o 
) 

COMMENTS 

NOTE: See Exhibit K for regulations 
governing purchasing procedures. 

NOTE: See Exhibit L. --
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Administrative Procedure 

. 

DfSCl1lPT/ON FORM 

M j, scellaneous Duties ---
Administering 
Oaths 

-[ 

" 

NO, 
STATUTE 

on 
nULE 

~--"" '.,~-~---~----..----~ 

,----------_.zi. ... \\~_~ 
V 

PROCEDURE COMMENTS 

NOTE; Among his other duties, the Cleek 
lsresponsible fOI: the sweal:ing-in oE 
all pet'sonnel set Eorth in the State 
Constitution, such as Judges, Heqistel: 
oE IHlls, Sheri E E and his deputies, 
~otal'ies Public (At'Ucla 61.), pecsonnei or 
the Police Department, Sp.:cial PC) I. ice 
(Article 41) , Deputy Clerks, and IIlcH1Y 
othel:s too uumerous to nelllle. 

'rhe Clerk is responsible fOI: 
Eostel:ing a positive, digni Hed image 
of the Courts in dealing with appoi.ntt!es 
of every I:ank. 

v 
'1'hece are tht'ee ( ) types of 

COlluniss ions EOI: which the Cleck LS 
['esponsible: 

1.. Large Commissions--Judges, 
Shel:ifEs, Hegistel: of IHlls, 
etc, , elected 01: appointed 
by the Governor, 

2. Notal:Y and Special Police 
COlluuiss ions appointed lJy the 
Governor, 

A-40 
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Administrative Procedure 

DESCRIPTION FORM 

c; 

NO. 
STATUTE 

OR 
RULE 

l! 

a) 

b) 

c) 

-r ----~.~.~.------------------~------~--------

C·l. i 1 

.. 

PROCEDURE 

Upon receipt of a commission, review a) 
the commission for the following: 

l. 'fhat the Conunis?ion belongs in hisl 
her jurisdiction; 

2. That the Commission is signed by-
the Governor, Secretary of State, 
and the Secretary who is the 
appointing authority; 

3. That the position of appointee and 
term of expiration date are noted 
on Commission; 

4. That, when required, the appointee 
presents a Court-approved bond for 
the faithful performance of his 
duty. 

Record the commission in the 
appropriate docket. 

When the appointee appears in the 
Clerk's· Office to be sworn in on a 
Commission, check \::0 see if the 
Commission has 

A-41 

been received. 

Ij 
Il 

","",!", 

., 

COMMENTS 

---
3. Special Police appointed :by the 

Police Commissioner or Chief 
of Police. 

Commissions are forwarded to the 
appropriate Court by the Govel:nor 
or the Secretary of State. 
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Administrative Procedu~e 

" STATUTE 
DESCRIPTION 

.. 
FORM NO. OR PIlOCEDURE 

RULE 

d) Administer 
It 

the appropriate oatho 

II 
" 

" 

,; 

A-42 

o o 

COMMEN TS 
._-------.. 

Oath to Judges of Circu' 1.1: Court, Supreme 
and Dist'Cict 

ution ot' ,Mary1and-
Bench of Baltimore City 
Court Judges 0 (Constit 
Article I, Section 6) 

III, ........ ~ .. . - . . D 
AFFIRM, AS TilE CASE NAY 
SUPPOR'l' THE CON S'l'I'l'U'l' IO 
S'rA'l'ES; AND 'fIlA'l' I WILL 
BEAR 'fRUE ALLEGIANCE 'ra 

o SWEAR g)R 
BE) THA1: ,[ WILL 

N DE' 'l'IlE oUNT'l'ED 
BE E'AI'l'IlFliIL AND 
TilE 5'['A'1'I:: m' 

MARYLAND, AND SUPPOR'f 'l'1 IE CO~lS'rr'l'U'rION 
IA'l' 1 IHLL, '1'0 

o .) ODGNEN'l' , 
AND LAI'IS 'l'HEREOF; AND 'l'[ 
'I'IIE BEST OF NY SKILL AN 
DILIGEN'l'LY AND FA I 'I'll f'lJL 
PARTIALITY on 

L Y, IV ITHOU'l' 
EXEClJ'fE 'rilE PREJUDICE, 

OFPICE Of' ....... ,..,. ..... o 0 0 0 0, ACCORD I ~.G 
1.AI'15 OF '1'111 S 

DIRF.C'L'L'l OR 
PROf'I'I'S OR M1Y 

ANY O'l'IIER on' r :1:' 
CTIN:J AS 

'1'0 THE CONS'I'I'l'U'I'ION A:-lD 
5'I'ATE, 'I' If Nl' I lULL NO/r 
I:-lDIREC'I'LY, RECEIVE: '1'118 
PART Of' 'rHE PIWFI'l'S OF 
DURING 'rilE 'l'ERN OF ,MY A 

" . . . .. . . . . .. . . . .. . .. . . ~ .. . . 
Oath to Clerk, SheciEf, 
IHlls, Orphans' COUlot J 
Public, Police, Special 
appointed by the Gover.n 
Boards, etc 0 (Cbnstitu 
Article XV, Section 10) 

Register of 
udges, No ta C'! 
Police, and thO';'0 

or to Commission~. 
tion of NaryLdnd-

'----~--~--~------~~~\_~j-. --\,"4 *'''7'''ml'~I=.le;'l:iI:'.!==':It:I="q;r''''''''''''''Jro::.::::!:ll:ua.1¢ 
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Administrative Procedure 

! 

,r~ 
~'" ,n 

\Jc:J 
) 

--.------------------------~----~r_----~--~--.----~",~------------------------------------------_.--~----------------------------------------. 
STATUTE 

OR 

RULE 
DESCRIPTION FORM NO. PROCEDURE 

A-43 

-r 

COMMENTS 

I't, ........... , DO SWEAR (OR 
AFFIRM, AS THE CASE MAY BE) THAT I WILL 
SUPPORT THE CONSTITUTION OF THE UNITED 
STATES i AND TH1\T I WILL BE FAITHFUL AND 
BEAR TRUE ALLEGIANCE TO THE STATE OF 

1. HARYLAND, AND SUPPORT THE CONSTITUTION 
,\ AND LAWS THEREOF; AND THA'I' I WILL, TO 

THE BEST OF MY SKILL AND JuDGMENT, 
DILIGENTLY AND FAI~HFULLY, WIrHOUT 
?ARTIALITY OR PREJUDtCE, EXECUTE THE 
OFFICE OF ......•.......... , ACCORDING 
TO THE CONSTITUTION AND LAWS OF THIS 
STATE." 

Oath to Deputy Auditor, Clerk, Sheriff, 
etc. (l',nnotated Code, Courts and 
Judicial Proceeding, Sec. 2-104) 

III I .......................... , DO SWEAR (OR 
AFFIRM, AS THE CASE MAY BE) THA'r I WILL 
SUPPORT THE CONSTITUTION OF THE UNITED 
STATES; AND THAT I WILL BE FAITHFUL 
AND BEAR TRUE ALLEGIANCE TO THE STATE 
OF MARYLAND, AND SUPPORT THE CONSTITUTION 
AND LAWS THEREOF; AND THAT I WILL, TO 
THE BEST OF MY SKILL AND JUDGMENT, 
DILIGENTLY AND FAITHFULLY, WITHOUT 
PARTIALITY OR PREJUDICE" EXECUTE THE 
OFFICE OF .....•........... , ACCORDING 
TO THE CONSTITUTION AND LAWS OF THIS 

I 
[. 
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Administrative Procedure 

STATUTE 

I 
PROCEOUIlE DESCRIPTION FORM I NO. all 

RULE 

J 

'J 
" 

, 

" 

( .• 1 

,,:/' .. , 
. , 

'~!~ 

" A-44 

(). o 

COMMENTS 

STATE, THA'f I LHLL NO'I' fOR LU eRE OR 
INC TO MALICE DELAY ANY PEHSON ,l\PPLY 

HE FOR ANY BUSINESS BELONGING '1'0 TilE 
A'I' I WILL 
K, TAKE, 

OFnCE I OFFICIA'l'E IN, AND TH 
NO'l' DIRECTLY OR INDIREC'rLY AS 
EXAC'l', DEMAND OR RECEIVE FHOH on 
CHARGE: TO ANY SUCH PERSON '1'0 
USE ANY FEE OR REWARD l~lIA'1'SOE 

ANY SERVICES I MAY DO AS 

tW DVIN 
V8RE'OH 
l'Y QE' 'rilE 
G OU'[' 'l'IIt:: 

DEPU' 
SAID OPFICE AND 'I'UNI' IN NAKIN 
OFFICE FEES I LHLL NO'I' IH'luI'IN 
WILLINGLY CHARGE o'l'lum OR IIIG 
,!'UAN ARE ALLOIoJED OY LAW. " 

Oath to Attorney by Cler.ks (A 
Section 10) . 

II I, ................... DO SOLE 
(OR APPIRN) THAT I I'lLI. Nl' AI. 
DENEAN MYSELf ~'AI RLY AND 1I0NO 
AN A'l"l'OHNEY A~lD P RAC'I'I'!' IONJ::H 
'I'IINI' I WILL BEAR 'l'RUE ALLEGrA 
S'l'A'1'E OF MAIWI.AND, AND SUPPOH 
AND CONSTITU'l'ION TIIEHEOF AND 
BEAR 'l'RUE ALLEGIA~ICE '['0 TilE U 
S'I'NrES, AND TIIN!' I IHLL SUI'PO 
AND DEfEND TilE CONS'rl'l'U'I'ION, 
GOVERNNENT THEREOf AS, 'PIlE SUP 

GLY 01< 
IIEH PEES 

rticie 10, 

Ht,'L't SWEi\.1l 
[, TINES 
({ABLY AS 
NI' LAW; 
NCE TO ,!'Hc!: 
'1' 'I'IIE LAy!S 
'!'lIA'I' I lULL 
NT'I'ED 
R'I' P RO'I'BC'l' 
LA\:IS AND ' " 
UENE LA\~ 

OF TilE LANDjA!'lY 
OR ANY S'rATE TO 

LAW 
TilE 

OR ORDTNA 
eON'rRAHY 

NCE Of' '['illS 
NO'I'\H'l'U-

S,!'ANDING. " 

• 11 

11 

I 
r I,t 
rJ' 
lil, 
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Administrative Procedure 

DESCRIPTION FORM NO. 

18, A-68 
19 A-69 

.0 

STATUTE 
OR PROCEDURE 

RULE 

e) Have appointee sign and date the 
test book. 

f) Collect Clerk's fee; return receipc.· 
to appointee. 

g) Give Commission to appointee, retain-
ing lower portion of Commission if it 
is fora Notary Public or Special 
Police appointed by the Governor. 

h) Enter on list supplied by Secretary 
of State (Large Commissions only) the 
1) name, 2) title, and 3) date of 
qualification of appointee. 

\ . 

A-liS 

'0 

- .. 

------" ---.. --~" .. 

" Ct 

t () 

, 

r 
I 
I 

I 
COMMENJS 

I f) *Assess proper fee. 
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Administrative Procedure 

DESCRIPTION fORM 

Passport Processing 

lJ 

NO. 
STATUTE 

OR 

RULE 
PROCEOURE 

i) If the COIIUllission is a Notary I give 
the appointee a Manual for Notaries 
Public of Maryland. 

a). Collect the following fronl the pass
port applicant: 

1. Passport Application. 

:2. A certified cop~.'of birth. 

3. Two (:2) photographs of the applip 
cant. 

4. Clerk's fee. 

5. Check in thept"oper amount 
payable to Passport Office. 

b) Check applicant for positive identifi
cation. 

c) Collect Clerk's fee; return receipt 
to applicant. 

o 

COMMENTS 

NOTE: Not all Circuit Court Cl~rks 
have responsibility for processing 
passports. 

1. This application must be corn- ,~ 
pleted and signed ~ th~ 
applicant. ' 

3. These photographs must be 2-1/2 
inches b~ 2-1/2 inches; they ~ 
may be polal'oid color or black 

'~ and" whkte .. 

{J 

c) *Assess prope~ fee. 

II 

',) 

'\ 

o 
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Administrative Procedure 

FORM NO.' 

/1 

STATUTE 
OR 

RULE 

d) 

0, 

.PROCEDURE 

Seal the following items in an 
envelope: 

1. Passport Application 
2. Both photographs· 
3. Check payable to passport 
4. Certified copy of bh·th 
5. Cover letter 

if 

e! Mail envelope to: 

Passport Office 
l42~ K Street, N.W. 
Wasttington, D.C,. 2052!4 

A-47 . 

d) 

Office 

o 

'."'" "f';:; 

o 
) 

COMMENTS 

If. th,~ applicant has a previous 
passport, also, seal tqe passport, 
in, the envelope; each 'applicant I s 
papers are i"separa tely sealed., 

If the' applicant de~ire~ to obtain 
the passport before theusualfo~r
t9 six-week processing interval, 
give him/ner the sealed envelope 
for personal delivery to the Passport 
Office,." , 

J, -

l. (I 

r 

, " 

:. 

'II 

" II 

.:1.-., 
i;;\-)'~ .~ 

(,1 

:,) 

r" i! 

, 0 

i' 
t.' 

,I 
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Administrative P):"ocedure 

FOAM NO. PAOCEOUAE COMMENTS 
STATUTE 

on 
AULE 

--------------------~·I----r_---~--~~--_+------------------~----------------~-~----------------------~~--~----

",:. -) .~' 

A-48 

o o 

I) 

\' 
\ 
\' 
'\'1 

NOTE: The Clerk must constantly evaluate 
~operation of the office as to the 
qualifications of personnel, the up
dating of equipment and records, and the 
introduction of new procedures. As 
new laws and rules of court are niade. 
the Clerk must determine \~hether or. not 
a chang~ or amendment to his present 
operating'procedure is necessa):"y. Before 
any change in procedure is ~nstituted. 
the Clerk must discu~s this matter with 
'his judge (s) and acquire the approval 
of the court. 

Personnel must be given the 
opportunity to advance themselves in 

;, the office. 

A new ernpi'loyee usua lly learns by 
"o{1""the-job t~aining," method. Every () 
e {fort should be made ,to encourag;;! " .. 
~~ployees to attend classes of instruc
tion as s~t up by th~ Court Clerk's 
Association. ~ , 

Emproyee~ Should be encouraged 
to contintie their education by atteOding 
courses of instruction given locally .• · 
and attending the .Court Management 
Institute of the University ~f Maryland. 

j 
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Administrative Procedure 

DESCRIPTION FORM NO. PROCEDURE COMMENTS 
STATUTE 

OR 
RULE 

--~~--------~~';I~'-' ----~I~---+----~--~~~--+---~~--~--~--------~~------------~~--------------------------~--~-----' --
.. ~eport Preparat:ioil'O'1 p NOTE: The, Clerk isresponsi1?le 

fOl:' Preparation and submission of 
se,veral reports dealing with administra
tive function'S.. Ten ,such reports 
are: 

,,. 

1. GAD Form C,"I-,lO 
2 • Report of Fixed Assets (GS 72041) 
3. "Annual Report 
4. GAD Form C-2--Monthly Cash 

Activity Report 
5. GAD FormC-i9--Monthly Receipts 

and Disbursements 
6. GAD Form CW-2--Monthly Report 

. of Cash or Deposit in Various 
Sa'ilks 

7 • Quarterly Reports--Social 
Sec\Jri~y and Feder,fl.l Tax 

8. 

9. 
10. 

Annual~eport of Federal T~§:, 
(wi th W- 2 Form) 

Monthly Report,of State Tax 
Monthly or B+-Weekly Report to 

Pension Fund 

l~', , ~_~~~~_ ..... 
",' 

o 

·c;--~----,.--____ ~ ______ ----,--c\ 

'. 
" 

.. 0 

, ' 

o '.?'"," " 

... 1, 

.. L 

:1:_, 
;c, 

" 

'J 

'>~? ii, 
'I' 

" 

" 

'. 

.';, 
-~ 

'il 
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LAW HEADER 
. iQ I. ,=," 

I I .1 I I COURT CODE 

,'I 

A. IIIII I 
DOCKET NUMBER. 

" B. [.1, ,I .' 1 ,I , I /~!== 
;~ DATE, FILED /'. 
(Month/Day/Ye~.') , 

, ./~ 

C. II" . 
CiiTEGORIES 

.' Torts: 
o I-Motor , 
02--other 
03-Co'nsent 

04--Contr~ct? 
II, 

1\ 
II 

05-Confessed Judgment 

06-Condemna'tion 

07--other Law 

Habeas Corpus: 
" OS-Prisoner 

Og..;..Other ,," 

10-DefectiveDelinquent . 

0.0, 
APPEALS: 

. l:c;:-Record 
2~De,'Novo 
a:-;...Admin. Agency 

1';1 II 

E. n .,,~~." 

,A-50 

TPTAL CLAIMED: . r.' 

~'::':J 
1--$2,501 to 5,OO(},'\ 
2-$5,001 to 1 too 0 , 
3-$iO,OOl to 25,000 
4-$25,001 to 50,000 
5-.-Aqove$50,OOO 

o 

.... . .. ~;. ~ 

Form #1 

0'" 1,4121, LAW MASTER 

G II 

" 

! 

)J 0'" ii 

" r/ 

COURT CODE 

A. II I I I, I 
DOCKET NUMBER 

B. II II I J I 
DATE FILED 
(Month/Day/Year) 

C. I I I 
CATEQORIES ' 

Torts: 
OI-Motor' 
02-Other 
03-Consent 

04-Contract 

05-Confcssed Judgment 

06-Condemnation 

07--other Law 

Habeas Corpus: 
OtJ...:;-Prisoner 
09-0tner 

IO-Defective De!i~quent 

I-Record 
2-De Novo 
3-Admin. Agency 

I 

.' I) 

"Form #2 

I) " • ",) '::l 
'1~.. '(': , 

CHRONOLOGY 

Event Date : ,H~urs J 

II I I II I I I I, I I cno em 
II I II lIt I II IITJD II !,~I 

I III I III I I II DJ 0 I 1'1 I 

II I'JJ 1IIIIll'DJO II II· 
I • 

I I II j IIII II ICD tJ 1'1 'II 
o 

Iflllllllill ITJO 1,111 

I IIII III II ! I. ITJO I 1:1'11 

I /11·]1111,1 limO rill 
II 

! , 

I 



" • .J 

SQUI'J'Y c ~i~~AlJ!K .. 

I~_J, __ J:~ . COURT CODE ' .- ,,-. '-,:",',~~ ..... ---~------........ _-

B. [II· L~l_ [ 

. C. 

C) 

DATE FILED, 
(Month/Day/Year) 

r'-_J_. ____ ~ 
})ItOCEEDING .... ~ . 

. Adoption 
I-HeguJar ." 
2 ...... Guardianship 

3-Divorc~. Nullity or 
Maintenance 

4-Paterrtity 

r: ., ',:': - . ~. 
:.>--1' o l'eClosuJ'C . 

!i-Other 

(i 

Form i) 

. () 

<} 

'i . .:' 

"0 

A-52 

,,-: 

~. :~ -,:.~:='::':=~,::,,:::~::=_~:.~::-~:.:-- ~'.~:~-. ___ .. ~ .. , __ 'e __ ' , .>'"........... .~ 

" I ~ .1 '2 1 EQUITY MASTER 

A. I I "II 1I11 IQ 
DOCKET NUMBER 

B. II III I.L . 
DATE FILED --,,-'---" 
(Month/Day/Year) , . 

c. I II 
PRQCEEDING 

-d ' 

Adoption 
.1~ReguJar 
;'2-Guardians~ip '. 

3~Divo.rc.e. Nullity or . 
. Mainlenance 

4--Paternity 

5-Forecio5ure 

6-Othcr 

., 
~;;\ . 

Form i4 -
. ~ 

~ 'I 

~ I, 
r 

D 
" 

.. 
< 

A-53 
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I .. 
"1 
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-- ----,,' ~, 'I 

!, 

till I JUVENILE HEADER 
6'..:) 

.I---..l_oI.--'.l..1 ---l-.-.,...;C;..;:O;...::U;.;.;R;.:..T.-C=O;.::;D..;.;E __ 

A. I I .1 
DOCKET NUMBER 

B. '- 1 [III--l. __ . ____ ..... ':. __ _ 
DATEi<'ILED 

, co (Month/Day/Year) 

'C.'[L 
Ci\. TEG~O~R=Y-::-: ---, 

U',.-: 

l-;-DeHnquency 
2---Dependency & Neglect 
3-Adult' 
4-Childin Need of Supervision 
5;;;...Mentally Handicapped 
~-Child 1n Need of Assistance 

Form #5 ' 

:/.1 

- 0 

ii 

A-54 

-~ '"( 

I 
1 

{, I 

I 

1 
1 

.~ 

Form #6 

0-, 1 3 I 2 I JUV"~NILE MASTER 

A.I I IJ_J~ 
.--==DOCKET NUMBER r-

-~.--- --~ ~ 

j .. 
~/f B. []----r __ l---r-l--.-J_-r-· 'I 

Co . . 

DATE FILED 
(Month/Day/Year) 

I~Dclinquency 
2-Dependency & Neglect 
3-Adult . 

\\ 

4,-Child in Need of Supervision 
5-Mentally Handicapped. 
6..,...Child 1,n Need of Assistance 

D. 0 _ 
OISPOSITION 

I--Jurisdiction Waived 
,2~Charge Sustained' 

_'co Dismissed 
,). 3-Charge. Sustained 

"c 

Probation 
4~Charge Sustained Insti· 

tUtional'Commitment 
5-Chal'ge Not Sustained 
6-0~her ConclusiOn or , 

.:,' 

Disposition 
o 

~} 

.' . 
CHRONOLOGY 

Event Date: Hours .. _ ~ .. Ud" e_ ' 

.. IT~lJJ [I I LJ~TI' CD D LL~U 
u ~. 

A-55 
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C< 

11 11 I CRIMINAL HEADER 

A. 1\ ! ,.\ \ \ n 
DOCKET NUMBER 

B. [ I I I [_1 _L ________ _ 
DATE FILED 
(Month/Day/Year) 

C. LL ~ ____ -=-__ _ 
CHARGING DOCUMENT 

i-Nonsupport 
2-=-Indictment 
3-Motor Appeals 
4-.-0ther Appeals 
5-Post Conviction 
6~Criminal Information 
7-Jury Tr·ial Prayed 

District Court 

Form #7 

\~ 
1.. 0 

A-56 

-~ "._,~ ••• " •• _. __ v •• _"_".....-.,., ......... ""' __ :_'~.,~::::;-~::;:;;;';~_:, __ -:::-,~"';~~_;-- __ ~~_~ ~,. ._" 

11 I 2 I CRIMINAL MASTER 

_I COURT CODg 

A. 
,_. L! I l_~~-["~'n 
DOCKET NUMBElt 

B. O~TI-'-T I 
DATE FILED 
(Month/Day/Year) 

C. 1=-.1 _________ ...... _ 
CHARGING DOCUMENT 

i~Nonsupport 
2-Indidment 
3-Motor Appeals 
4-0ther Appeals 
5-Post Conviction 
Q-CriminaJ Information 
7-JuryTrial Prayed 

District Court 

D. [l 
PLEA 

I-Guilty 
2-Not Guilty 

E. Il~ ____ . ___ . 
l.)lSPOS!TIO N 

l-Stet 
2-N olle PI'O.SSC 

3-Not Guilty 
4-Guilty 
5-Probation 
6-Dismissed 

- ..... ~ ... -

" .~---.-~------.~--,.-~. ,~-~ "i~ -. 

l!"orm #8 

CHRONOLOGY 

Event Dale .' Hours Judge 

[[[~[J I I I I I.U·[IJ·O II I I 

LIr-~r I [TTJILJ CD 0 [ I I 

[o~JJ r-r-'fJ"]---rl CD 0 I 1'1 I 

r r . r"] [-]- 'T" T'l [=J~. [" ··f "ll·l r-r 1-1 . ___ .... t.... .. . __ ~. . :;/ . I <:-.~~_~ . ,. . . _ 
. J '''P) 

/,7 . ' 

rJ=-CTI ~I_J._-'--'_L_.L/IIJ [IJ 0 1_1-IJ 
[T-l--'T~-l ITl=r--r-1 1 CD 0 I I 1 I 

IT I I I. 1.1 I I II I [IJ 0 I I I I 

A-57 

i 
I 



I . ! 
I 

I 
i 
1 
i 

, ~ 

~ 
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Form #9 

• 

Court House 
, MarylJind 

llonorabll.! Juu{:;tl:i: 

of 
ment of 

I resp~ctfully r~qu~st the approval of tha apPl.)lntment 
to fill the vacancy ct'eated by the retire
on' 

is years of age, 81ngl~. au4 
rOlJidea at "f Mat'Yland 
He is a graduate of and has conducted 
a bustness for thle paat years. He will 
be auil)n~d to the l<.ecOl"J Ofiica a~ a ~!.!n~ral chrk. and will per
forw genural cl~ri~~~ duties such as typin~, indexing and filing. 

illiormud lue tuat hI! haa no criaLinal -record 
and I hav~ vt!rifiea the :lame with tha Pol1ee Oep4ttment of 

YOUrtl truly, 

Clerk 

[: il 

A-58 

o 

" . • ' .f> 

"uk 
Street' 

Form #10 

f Maryl.&Od 

AtteoUOOI 

5-12-70 
... ' .. 72 
1-).7.) 

2.1 ... 73 
1-14-73 
l-ll-1J 
3-l ... 73 

I nula 

Pan-

$ 1.5.00 
1.5.00 
15.00 
U .. OO 
15.00 
1'.00 
U,!& 

n05.og 
'l'haakiJl& you for TOUr belp 1n t.hb .ad all MU.J:e. 

• Cl ... " 

hJ: 

A-59 



fl 

________ 'A_"' ___________ __ 

Form #11 

lIon. 
State Tre~surv Bujlding 

Dear Mr. 

He: Articlo 95 Section 7A - Annot~ted Code 
of Mi:lrylClnd - 1969 ReplC;jcement Volume 

Encloseu find check in the amount of ~;30.00, reprEsenting 
checks issued agalflst the funds ()f the 

\.hich hn ve not been prf'sentedfor payment within the two 
years prior to date of uetermini:ltion. 

Date of 
ISGue 

5-12-70 

6-7-72 

Check No. 

1 !'ema in, 

Enclosure 

, .s; 

~la nk urawn Ar;u inst Payee 

Yow's truly, 

Clerk.. 

A-GO 

Amount 

$ 15.00 

:p 15. GO 

4> 30 8 00 

, , 0,'--

J 
, ."'-,~---,----_#-

Hon. 
Treasurer 7 State (:,f l\iaryldnd 
St~te Treasury BuildIng 
Annapolis, Maryl, nd 214.04':; 

Gear Mr. 

Form #12 

h p.: Art~c Ie 95 S ~;ction 7A - A{~notat ed Code 
of [. ary1and - 1969 f:epl,:Jcement Volume 

Cr.urt I'" ~here are no outstanding checks in the 
Wllwh h~ve not b~en Dresent~d f 

Years pr'; 0 t h -. . l. or payment witLlin two ~ •. rot c: 0'Jte of determination. C 

I remain, 

Yours t.ruly~ 

Clerk, 

A-61 
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,~"....-----------------------~ 

Form APD·l 

Summury 

STATE OF MARYLMJO 

COMPTROLLER OF n,E TREASURY 

MISCELLANEOUS REVENUE DIVISION 

ASANDONED ?ROPERTY 

301 W PRESTON STREET 

SAL TIMORE, MARYLAND 21201 

ANNUAL REPORT OF PROPERlY PRESUMED ABANDONED 

(So .. R~ve,se Side for Instructions) 

For The Year Ended ______________ _ 

(For Insuranc" Companies· Docember 3 J • For All Othor •• June 30) 

Form #13 

1. Name of Ho I der ___ C=i..::.r..::c:.::u~i:..:t::.....:C:::.:o=:.u=r..:::t:....;.F..:::o:..:r,--_______ .....:::C~o:.::u~n!..!t::.;Y1-__ ---- Date ____________ _ 

2. 
S"eet Address City State Zip Code 

3. In campi i ance wi Ih Chapter No. 611 Acts of 1966, ti tied "Uni form Oi sposi tion of Und oimed Property Act," the above 
holdor hereby reports the following unc:laimed property subject to the Act: 

(a) All money held and owing by any holder thereof doing business in this Stete which shall have 
remainod unclaimed and unpaid ond presumed abandoned os provided in the abIWe Act, os re-

ported in detail on the ottached sheets, and amounting to ................................ . 

(b) All stock or other certificates of ownership and all other property, not in the form of money, 
held or owing, as defined in the Act, and as repartod in deteil on the attached ---,-; __ _ 
sheets the estimated value of which is 

$-----

$-----c: DO NOT SEND MONEY OR PROPERTY WITH THIS REPORT 

4 •• ou are a Successor to a previpus holder of the property reported above l or if you have changl'q your Oom~1 pleas!! Ii:.t :lJeh 
prior name bGI~ ... : 

Name __________________________________________ _ 
Address __________________________ ----------------~~ 

Nome ______ ------------------------------------__ Address __ ~----~~~------------------------__ ~ 
Nome __________________________________________ _ Address __________________________ ~~ ______________ ~ 

AFFIDAVIT 

S. State of _________________ ss. 

CountyJCi ty of _____________________ _ 

I, _______ ~-------~~-----------~------- ________ ~~C-l~e-r~k~~-------~~-------ofthe 
(Type in name of afficer, partner, etc.) (type In tltl~ of person sl;nln;) 

company or holder, for which this report is modo, being duly sworn (or affirmed) according to law do depote and Sett that this 
report is tfU. and contains all facts required by law to be reported. 

Signature 

ibed and sworn to (or affirmed) before me thi 5 _______ ---'_ day of ______________ 19_ 

Notary Public 

/'i,f /I !lU 1 \ tIL I' tiC -IT E . FIIJ ()}ur;" II, IJ ITII III.\CI:" I. I. I \ fOtS R fll:: \ u.' /J/l/:'!OY· RE T. /I YOU' 1.le In: 
A-62 

STA TE OF MARYLAND 
COMPTRQL.LER OF THE TREASURY 

A!:lANDONEO PRO?EI~T ( 

DETAIL Sr~EET -------- ---- -
Form #14 

01-========;======="-===~'_=.:. __ -='''''.~~='a'''''~~~=~vo-r-1c-~~d_~~~_~n~t'~:.t_4.r:.~~ ___________ _ 
0 .. Hot U.. Hame and 1.0.' Krio_ Add, ... of O .... r, Inaur.d, Ben.llclary Hold... Oat. Property 

County 

Cod. 

Thl. SPIKe 0' Annultont Idon,lIy io li B.came 1.011 Eulm"'4c(.' 

Humbar Oemandable Tranaoclion Value 

(1) (2) 

1.ht Alphab.ilcally _.Su,namil Fiis, 

DOUBLE SPACE BETWEEH .CCOUNTS 
(J) 

Poyabl. I 
or Re,urnable 

"- (6)__ -~~~\ I 
I ~ 

(5) 

Report 
as of 

(List only owners, Insured, Beneficiary 
etc. who are named in this case if 
the amount is over $25.00. 

Separate ,,~heet (Form APD-2) for each 
case ovei'$25.00) 

Circuit Court For~ __________________ ~C~o~u~n~t~y ________________ _ 

Do'. Nam. and Add, ... al Hold .. r Sh •• , No. 
PREPP,Rt::: IN DUPL.ICATE· FILE ORIGINAL WITH :"t~;C:!:;LLANEOUS REVENUE CIVISION' RETAIN DUPLICATE 

A-63 ' 
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1 , 
J 

I 
! 
~ 
I , 

APO·5 
Detail of 

Form #15 
ps- 340 I 

C 
It.ms 

~ oy.d 
''" 

ST A TE OF MARYLAND 

COMPTROLLER OF THE TREASURY 

MISCELLANEOUS REVENUE DIVISION 

ABANDONED PROPERTY 

301 W. PRESTON STREET 

BALT,MORE, MARYLAND 21201 

DE TAIL OF ITEMS R.EMOV ED 

i==:=, ===r===========r=~U:=se:=Sam=e ==r-:.=~~~I 
Do Not Use 
Thi s Spac"-"-_ 

County 
Code 

(1) 

Report 
QI of 

Account 
Number 

(2) 

Nal1)e and Lost Known Address of Owner, 
Insured, Beneficiary or Annuitant 

exactly as original.ly reported. 
Give statement of reason for removal. 

Name of Owner, etc 
Address 

(3) 

Example giving statement of reason for 
remolval: 

On November 1, 19 __ , the above named 
p.et:i.tio'ned the Court to pay money to 
him. Money was paid into court as a 
result of an attachment laid in the 
hands of a Garnishee who deposited 
same ln~Q CQYrt. Ccyrt approved petition. 

Clerk, Circuit Court For County 
Nome and Address of Holder 

INSTRUCTIONS 

Holder's 
Identifying 

Number 
Shown on 
Original 
Report 

(4) 

File No. 

Amount or 
Value Rctmoved 

from Original 
Report 

(5) 

Sheet No. 

Thi. report mUlt ad;;;'ompany the Remittance Advl ce (Form APD·4) if theamcuntremitted diffofl fro,m, the amount origina lIy reported,' 
( , lufficie"t explanation of l03usonl why each of the iteml listed above was removed from the 0091nal r.port. '. 

PREPARE IN DUPLICATE·FILE ORIGINAL WITII MISCELLANEOUS REVENUE DIVISION·RETAIN DUPLICATE 
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Form #16 

PJ~'l'l'l'l CIL1.Q..~LL1:lll~1)~_UJ_ flCCC'jLJJMJCE WITH 

ArJNorL\TEli COtE C1" r·j/d-(YLJI,NL, CONif\'!l,:ltClAL LA~v 'l.'l'l'LP. 17·" 

The Petition of ' , Clerk of the 

respectfully !'€Jll·p.sents: 

1. 'Ih/::lt thert', i::i on deposit ir. the Court Account of the 

Court in the B/::Ink of the sum of 

credi.ted to the causes CIS set forth if) r,Bl'ar;ruph two below. 

2. VS. 

VS. 

VS. 

vs. 

V ,, 
..J. 

, 

, }<'ile 

V~. 

File 

I file 

J?ile 

Ii'ile 

/:, 
Of) 100.00 

1.00 

1.00 

'1.00 

.46 

.01 

Court 

3,. 'l'lIe abov~ funds hllve l'ec,':sined unclaimed for more than seven 

(7) years and your Petitioner uocs not know and has been unable to 

ascertain to whom Sefid funds bre pDYcll)le, and whether the person or 

persons so cntitleJ are still alive, ~nd if so, w~~re they reside, or 

if dead, the l!Hmes of their l<::!e;al representatives; or if knc~m ha'\l e 

fail(~d to file a proper clClim in accol'JelnCe with .Coinmercial Code 

Law, 'I'itle 17 of the ILunotated Code of l~!aryland, after proper notice. 

4. I~ accordance with Title 17 section 17-114, I, as Clerk 

vf the Court notified the Comptroller of the State of Maryland 

(Administrat.ur) of the unclaimed funcJ!'i on August 1, 1972. 

5. The Comptroller of the State of i"laryland, acting in his 

\~) capClcity as AdministrC:ltor, g/::lve notice in accordance with section, 17-115 

and no on hiJS clctimed the abovp. rrentioned funds. 
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Form #16 (Con't.) 

6. Gn July 5, 1973, this office received a letter rrom the 

Comptroller of the Tri'.3sury requesting snid fune's UP. p:·id to the 

Comptroller of the 'I'l'e.:.;sury. 

V.'HEhEF(:RE yOUI' Petitioner prays that the amount or 

be ,relid to the Comptroller of 

the State of Mbryland i~ accordance with Title 17 of the Annotated Code 

of Maryland subsection 17-116. 

OF that 
;:.1 

, Clerk. 

ORDER OF COur1.T 

day of 19 ,by the 

Cl~rk of the 

COUf(T 

Court 

, is hereby authorized ann directed to pay from the sa~d 

Court Account t.he sum of and interest thereon to the 

Comptrpller of th, Treasury of the State of Maryland, in accordance 
'. ~\~ , 

wlth Tltle 17 sect~on17-ll6 of the Annotated Code of Maryland 

(1974 Volume). 

lsi 
Judge 

;, 

C) 

, 
'"'=" 

APD·4 
Remittance 
Advice 
10/75 

STATE OF MARYLAND 

COMPTROLLER OF THE TREASURY 

MISCEL.L.ANEOUS REVENUE OIVISION 

ABANOONED PROPERTY 

301 W. PRESTON STREET 

SAL TIMORE. MARYLAND 21201 

REMITTANCE ADVICE FOR PROPERTY PRESUMED ABANDONED 

Form #17 

1. FROM ________________________ ~~--~~~--------~--~-----------------
(Name of Holder) 

(Mailing Address) 

2. TOTAL amount of abandoned property reported to Comptroller on 
Form APD - 1 as of 
_____________ , 19 __ 

LESS - Toto I removeddrom the above report, 
as detailed on the attached list, 
Form APD·5 

$..,...--------
"1

7 
J, 
J( 

II 
( >,J 

";:::-;.:>---
REMMIT ANCE ENCLOSED $------(Make remittance payable to 

Comptroller 01 'he Treasury 
Abandoned Property, Section) 

3. TOTAL E~timated Value of Property (not i~ the form of money) 
reported to Comptroller on Form APD - 1 qs of 

_____________ , 19 __ 

LESS - Total estimated vall.le removed from the above 
report as detail·ed on the attached list, 
Form APD·5 

$_--,---

NET VALUE OF ITEMS ENCLOSED $--......------

("C:;o-~~ 
DA TE _______________ , 19 _' _ (51 GN ED) _____ .,..,--,-_-.,....."...,..,..--,-_____ 1 {_ 

(Authorized Officer) 

(Title of Officer) 

INSTRUCTIONS 

If the amount remitted is less than the total originally reported, please attach to this Remittance Advice; 
our Form APD·5, listing each name removed from the original report, with Cl statement of reason for 
deletion. . 

, 
PREPARE IN DUPLICATE· FILE ORIGINAL WITHMISCE LLANEOUS REVENUE DIVISION ·RETAIN DUPLICATE 
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Form #19 

THE STATE OF MARYLAND 
Office of the Secretary of State 

Annapolis ......................................................................... _ ... Mo .... 19 .. _-

To the Clerk 01. the .................................... Court for ............................................................. Md.: 

n 
~Sir: I beg to call your attention to the provisions of .Article 17 •. S~tion 72, and Arti~e '10. 

Section 12. 01. the Code of Public General Laws. and request that you will return to this office a 

certi11cate under the seal of your Court. setting forth the name of appointee; Title of Office, Poet 
Otllce Address, and date of the qualification of Officer commissioned by the Governor, whose 

commJasiol18 were received by you since you.~ !nst report. Please q~e the accompanying·form in 

~'\\ 
Please return to this offic~:"all commissions which have remained in your office unc1lJimed for 

~~ , 

thirty daYB or longer, from date'o~) their receipt. 

Very truly yours. 

_ ................................. -................................................................... _ ... ... 
Secretary of Stata. 

xx 110 

A-68 

.... 

I 
0- .~18 of ApPOINTEE 

. -o 

(Affix Seal} 

T!1'rF. -OF oFI"rCE 

Memb(-r St~te BO[Jrd of 
Examining tngineers 

Member, Con~ission on 
,Judicial DisCluilities 

Member, Fair Campaign 
Finnncing Commission 

tJiember, Commission on 
Judicial Disabilities 

'J';-. o. i:D1JRESS= DATE~' ,';::::: 
Q UA L1 F' I C:\T~_ 0 N 

1, , C lark of the Court for ~I. 
J M[lryland, do hereby certify, thCit the _ 

above is C:I compl~te list of all officers who since 
my last report hCive taken and 'subscribed the oath or 
affic e before >me, upon the dn t es respectively as ! 
above given. .. I 

!f 
WI'fNE.SC :ny hand and the seal of the said ~I",' 

Court, this 
day of J 19 ----

sl 
Clerk ot' the Court for 
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GAD Form CW - 10 
Form #20 

for 

CI.rk. of Court or Regist., of Wi! I 5 

City or County 

. I Do Solemnly Swear and Affirm that the services indicated below have be~n performed. the full· sums 
charged to my use ilnd benefit have. be!!n received. thnt I have not deposited or assigned. nor contracted to pay. 
deposit or assign. any part of such compensation to the use of any person. nor in a~y way directly or indirectly 

,paid. or. given. or contracted to payor give any reward or compensation for my office o.~ employment, or the enlol· 

uments thl:reof. 

(Signoture) (Period) (Solory) (Clossi fication) (Nom' of employoo) 

_________ --------' Marylcmd 

Subscribed and sworn t.o before me, a Notary Publj~ of the Stcte of Maryland in and for --,.--...;.,..------

on this day of 19_. 

__ --------------::... (Seal) 
A-70 
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Form # 21 

GAD Form CW· 3 

o 

STATE OF MARYLAND 
COMPTROLLER. OF THE TREASURY 

REPORT OF FIXED ASSETS BY CLERKS AND REGISTERS 
ASOF __________________________ ~ ___ ---------__ ---

AGENCy ________________________________ __ 

AOORE.SS ____________ ---,. _____ ~-------

DESCRIPTION VALUE 

Furniture, Flxtur •• and EquJpment ......................... ." ,J ........................................... " ••••••••••• , •••••••••• , ..................... $------
Other (SpeCify natur.) ...................................... .~; . . •••••• I~. II •••.• II •••• II II II 11.1 I ••••••• I' II •••• II II •• ,. II.'.' II ••••••••••• ~ , ••••• "'1' t ••• It II 

$ 

I~i 

TOTAL. $ 

(Signed) __ ~ _______________ _ 

{Title} ______________ _ 

i\ 
\\ 
!i 
Ii 

@ I. !~',r"" 

To be pr.pared in quadrlJplic:atei. forward original andtw (2)" (1 ,po O. Box 466, Annapolis, Maryland~ '" 0 c:op.res to ~omptrollor of the T~ealury, General Department, 
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Gt:Nl:J.lAL [)t:I"ARTMt:N I, 1". U. BOX 466 
ANNAPOLIS, MARYLAND 21404 

Annual Report of _____________ Clerk of th.; __ __ ~--~----for----~-----------
(Cou,t) (Cily or County) 

for the period from ________ ----19-· __ 10 __________ 19 ___ . 

A - Commissions Collected Account of State of Maryland 

B - Fees, Clerk Costs, etc. 

C - Total Collected During Period 

o - Less - Operating Expenses: 
1. Salarie. - See Affidavits Attached: 

a. Salary 01 Clerk $ _____ _ 

b. Salaries 01 Regular Empl~yeos 
c. Extra Help 

2. Office Expense - Supplies, Printing, Equip., etc. 

E - N"t Excesr. Feos For Current Period, or (Deficiency) 

F- D .. fici .. ncy Paym .. nts Received During P .. riad 

G - Cash Receiv .. d From Predecessor - If Applicabl. .. 

H - Funds Retained - On Hond At Beginning of Period: 
1. Working Fund 
2. For Ind .. xing 
3. For Equipm .. nt 
4. 

1- Caah To B .. Accounted For 
CAS H RECONCILIATION 

J - Disburs .. ment of Funds R .. tain .. d From Prior Period: 
1. For Indexing 
2. For equipm .. nt 
3. 

K -.Funds'R .. tain .. d AI· End of Current Period: 
1. Working Fund, Autha,i zCltion Dated 
2. For Indexing. Authad zation bat .. d 
3. For Equipment, Authorization Doted 
4. From Prior Periods 
5. 

L - Cash Turned Ov .. r To Successor 

M - Funds Remitt .. d To Stat .. : 
1. D .. posited With State T r .. asur,er During Period 
2. Working Fund R .. payment 
3. D .. fici .. ncy Paym .. nts, Rami.tred Herewith 
4. Excess Fe .. s Remitt.d·Herewith 
S. Prior Y .ar' s Retentions Nat Needed 

/II - Final (D .. fici .. ncy) Payment Due 

o - Cash Accounted For 

(1) Thu .. Two Totals Must Agree 
Parenthesis ( ) Indicates Rod Figure 

$ 

$ 

$ 
!.! 

$ 

$ 

$---

$----
$-----

$ 

$ 

$ 

$ 

$ 

$ =:====(1) 

$ 

$ 

$ 

$ 

$ 

$ 
_____ (1) 

~=========~===================-=---~~== 

AFFIDAVITS OF 
Number 

SALARIES PAID TO EMPLOYEES AND EXTRA HELP 

EMPLOYEES SUBMITTED HEREWITH TOTALING $-----

Show an reverse side names and solarie;-paid to employees from wham no affidavits have be.,n obtained. Explain 
_._--. '- =-' '-~'~~':'-'-' -=================,;,======"",'== 

I hore.by certify that tho foregoing report is tr"!e as set forth. 
__________ 19_ Signed ________ ~_:___:~-~----------_ 

(CI.rk 01 Court) 

. Date _________________________ _ 19_ 
(,\ 

Signed _______________________________ __ 

Subscribed and sworn to before me, a Notary Public of th .. State of Marylond in and for ______ :=-__ -.,:--_ . .,. _______ _ 
(City or County) 

on this ______ day of ___ --, _ _:_--19---. 
_______ ...,-_________ (5 •• 1) 

,:."-''-'..'';''- "~ ... '."-- .. -.. """======================:==== 
COMPTROLLER'S REFERENCE f: 

C.xcns5 Fees of Office $ ... _ Date ________ _ Warrant No. _______ ~ __ .,....--__ 

o 

\ .. 0 

()-

GAD Form C - 2 STATE OF MARYLAND 
Monthly Cash Activity Report 

Clerk of the 

Form #23 

For Month of 

--____ 19_ 

for ____ .,....~ __ -'--:-----_ 
(City or Co~nty) 

I hereby certify that Ihis report shows all Cash Activity in the General Account of my offic .. and its stal'US as of th .. end 
of th .. mOlllth for which the ""port is submitted: . 

(CI.rk of Court) 

A - Cash Balance at Beginning of Month: 
1. Advance. From General Fund of Slatu 

For \'larking Fun d - Including Petty Cash. 
2. Deposits Held By Stat .. Treosurer 
3. Excess F .... s R .. toined Froln Prior Years: 

a. For Working Fund - Including Petty Cash. 
b. For Indexing 
c. For Purchas .. "f Equipm .. nt 

4. Exc .. ss Fees For Curr .. nt Year (or D .. fici .. ncy) 
5. Amounts Du .. Others: 

o. Stat .. of Maryland 
b. County 
c. Inc. Towns and Citi .. s 
d. Gome and Inland Fish 
e. Attorneys, Sheriffs, etc. 
f. Oth .. r - If Any 

Total Cash Balanc .. - Beginning of Month 

$-----

,) 

B - Total Cash Receipts - Curr .. nt Month - Per Cash Book 

C - Total Cash Avai lobi .. 

0- Total Cash Disburs .. m .. nts - Curr .. nt Month - Per Cash Book 

E - Cash Balance At End of Month: 
l~ Adv:lnce From G'!neral F'Jnd of Stot .. 

For Working Fund -Including P .. tty Cash 
2. Deposits Held by Stat .. T reosur .. r 
3. Exceu Fe .. s Retain .. d From Prior Years: 

a. For Working Fund. Including p .. ltyCash 
b. For Indexing 
c. For Putc:.has .. of Equipm .. nt 

4. Excess Fees Fall Current Year (or Deficiency) 
5. Amounts Duo> Oth .. rs: 

a. State of Maryland 
b. County 
c. Inc. Towns and Citi .. s 
d. Game and Inland Fi sh 
... Attorneys, Sheriffs, etc. 
f. Other - If Any 

F - Cash Bolance on Hand and, On Doposit 

( ) D .. not .. s Rod Figure 

$ 

$ .. _------
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·ft. I IIIOllit \.--17 Form #24 

STATE OF MARYLAND 
R .. port of Rec .. ipts and Disburs .. m .. nts and 

D .. fici .. ncy in f .... s pnd Emolum"nts, Clerks of Court 

CI"rk of th" __ -:-::,..--:-___ for _-:-::---:::: __ :--_ 
(Court) (City/Co,mty) 

Receipts and Di~bursements for MOI)Th of 

., 
COURT RELA TED RECEIPTS: 

_____ New Civi I Cases @ $40.00 oach 
Now Equity Ca,es (~$40.00 oach 

_____ Dacket Entries from County/City 
Additional Costs in Civil Casos 
Additional Costs in Equity Casos 
Casts Collectod in Crimina I COUft 
Commissions on Appearanc"/Library F,,", 
Commissions Iln Sheriff's Foos 
Commissions on -Notary Foes 
Others (Explain) 

COURT RELA TED DISBURSEMENTS: 

Salaries 
Suppli .. s 
Equipment 
Janitorial Services 
Others (Explain) 

NON COURT RELATED RECEIPTS: 

Commissions on Licenses 
Commissions on Recordation Tax 
CommissiOlls on State Transfer Tax 
R .. cordation Fe.s 
Oth.rs (Explain) 

NON COURT RELATED DISBURSEMENTS: 

TOTAL 

TOTAL 
Gain (Loss) 

TOTAL 

Curront Month 
$ ____ _ 

$ 

$-------

$ 

$ 

$ 

$-----
Solaries $ ______ _ 

Suppli .. s 
Equipment 
Janitorial S .. rvices 
Others (Explain) 

TOTAL $ ________ _ 

Gain (Loss) $ ======= 

TOTAL GAIN (LOSS) $ ===== 

y oar-' o-Dato 

$-----

$-----

$_-----

.$ 
$ 

$ 

$-,...----

$ ______ _ 

$-----
$===== 

$===== 
-------~--------------------i;:i-, -----------------------

TOTAL DEFICIENCIES RECEIVED $ ______ _ 
TOTAL DEFICIENCIES RETURNED $ _____ _ 

Signature Oat. 

A-74 

':,;\ 

{,'. 

"':",:'\:}: 
" 

1.1 :,' 

'""'" 

... 



4 I, 

I 
. ~ 
. { 

'r) 
~.: I 

\1 
~' 

f 

o 

GAD Form CW • 2 
STATE OF MARYLAND 

MONTHLY REPORT OF CASH ON DEPOSIT IN VARIOUS BANKS 

From ________ ~~~~~----~~--~~~------for------------~~--~--~------------
(CI.rk of Cuur, or Roghl.r) (City or Coun'y) 

Nam. of Bonk 

, 

I 

, 

,i 
: 

/' 

I 

i 
; 

I 

Use additional forms if necessary . 
(I) Attach Pholostalic Copy of Bonk Staleme."t 5 

(2) li 51 oniy Ihose accounls that are litled in 
the name of the Clerk or Register .C· 

'T.itla 0; Account I 

i 

11 ----+ 
i 
I 

---;I-
I 

I 

Do'. of Loa' Baronc. per 

Raconc:iliation Bonk Stahman. 

, 
I , 

i! , 
:1 .- -r-
1 

I 
,\ --t-

.! 
I 

:1 

:1 

i 
I 
I 

I 
I 

I 

Signature 

Titl. 

I.~, 
:J *4!!4;4-'~'l~~~'~:~''''b.,~~.:.' •• ,i~,_"~,::..i;,,.~~4,lY:t~~~.;::::~,.~~~~ ~~:::::~~~~~ 

I~ 
o 

o 

Form *25 

FOR STATE COMPTROLLER'S USE 
, 

eoUat.tal Post.d Avarago Bank Balance 

I 

--I , 
! -- ---

j ,i 

II ._ .. _._-L_. 
: 1 I i 

I ' , -r-----r-.. 
! I . __ ..1. ..... 
! I 

I 
------ Ir--.... ~_--

II - .-.-

I 
I 

Ii 

r? 
Do •• 



C:'·t ... / J 

-.~ .. -,->---,---.---~ ... ~-

STATE'S QUARTERLY REPORT OF WAGES PAID 
(OY nEPO,fmlG EN I"lTY) 

Soe im;lrucllons 0n lJdClo. ot Ihis J.lol~le. 

__ .. P.o.!.l~~ :';_H~ld thl~ tC)rm III Inl"lfl,1i il.:VWllIH -;"Ivi<;e. 
I. RQ[lorling entity's idf:lntifying number, n:lln", ;)nd ;I(.ldrass 

CIRCUIT COURT 
CLERK 

,. 
IIlno,. SPa':. is needed 10' Ii~ting .. mployoles, u~e IOlms UAH·:,:Ja tCOnllnuatoon sn""I~I. 

Tot .. 1 wilg~s r~FJo,t~cl on column 8 to, this pa,,),, 

1977 RATE 11.7% -MAXIMUM 516,500 

~ I 
!). 1'01;;11 Cover~(1 wage~ ptlid dllrin,] quar1er ... - >-'- ~ 

10. Coniribution$--Multiply th" 101;11 Wr'~J!:"; £'nlered in it·~m 9 by 
----. ---. ~ 

SSA Use Only 

f 0 2 0 U .0 E 

sOD LO T 

XOOOVOA 

1776.90 
2252·40 
2556.42 
3072.84-
2659.98 
2732.48 
j]10.C8 
19)9.80 
2165.82 
2.319.60 
3.310 .. 08 
2103.00 
2484.12 
2659.98 
2009.10 
2697.72 
2659.98 

2484·12 
2556.42 

47_660.84 

J 

o 
o 
o 

~"""'_""~.I ~- .. -.......,-

Fo,m OAR·S3 
aepartment 0' 

Hg.Uh. EduC:~1~7~' .~d w.It~,. 
DO NOT USE FORMS OF DIFFERENT DESIGN UNLESS 

APPROVED BY THE SOCIAL SECURITY ADMINISTRATION 
Form, aPllla'fltd 

OMS No. 72·R04J8 

A-76 
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Form OAR·Sin 
DEPARTMENT Of 

HEALTH. EDUCATION AND WELfARE 
(5·72) 

EMPLOYEE'S sao AI. SRUIUTY 
NUMUl!ll 

000 00 0000 

-,--. 

\ .--------------------

Form #26a (( u,s~ GOvERNMENT PRINTING QFF'tC;E::3· 7 •• .54=r~66a· 5Q127. 4 

CONTINU ATION SHEET OF 
STATE'S QUARTERLY REPORT OF WAGES PAlO' 

N.~~II, lJ~ 1,~II'U)"H 
llfl!.".u,.. up .. · ur pram .. · ........ 11) .I, ,hu"" un lhe 

lO'liplul , ..... , ~U~ ... 1 ~ia "I'll) ( oInJi 

\\ 

IMPORTANT 
If Ihis /()rm is flud. Ihe firsl pIIgr 0/ II reporliTlg 

mlily's r~p/Jrl IIIl1sl be prepured all Form OAR·53. 
1'()lIuu' iIlIlrr,,'liulIs UII bu";~ ()j Form OAR·S), 

UJVldltU \liAt.fS P.,.J IU 
l!'1lI1,lu) ...... UUt;lnlll (JUol"CI' 

Uh.·futt' l.flatu .. Hun,' 
Dollan and Canl, 

lJoJ i'u I U~ ~UH.\I~ U~ UIH~II~:-; I Ubl<.:N UNLI;SS API'I!UV~[) IlY 1'IIE SoJLIAL ,El.UIUTY Aot:hNISTI!ATION. 
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Form #26b 

- .... 

l",'.l.od . ". 

. : ~ i I 
.i_'" ..., .... ' ,./ --------------------

-._-----_. ---- If ~l.L "C ,~.; r) • 
--·--'----·-----~----I 

.I .•• 

1.'1 

Please Crnnplete, if Applicable 

,,-------- Total Contributions remitted 
,:--------- to Div. of sis $ ------""""l d __________ _ 

Balance - state l Share 
,,'-------- (h 

';> 

,~--------
,t _______ _ 

~----------

Total 

1- Frepbl'o c~ sepCll'ilte l'econciliati.on for each reporting unit. 

2 .... Contribution::; ,It.''e rounded. ~!..nythinb 5 mils or over is carried 
to the rwxt cent and any amount belO\'J dropped. i.e •• 5652-
.57 and .5649- .~6 
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Form #26c 

Form 941E .- i) 
.. Quartedy Return of %V3thh,eld Fed~r~1 Income Tax (Rw. April 1917) 

Deportmlnt 01 Ih. Trea.ury 
IntemllRw.nuI SI,..;.I 'r 

1. Total wages and tips 5ubj~ct to withholding plus oth'er compen~ation . ~ 290,99~ ~1-
2.,jlncoma tax withhelg from wdges, tips, allnult!t!s, gambling, etc. (S~e instructions) . .. ..-:-·--40,{345· 55· 
3. Adju~tment for preceding quarters of calendar year. .. 
4. Adjusted total ot income ta)( withhold ~ ~,845 55 -- ._-.-*-. - ,. 
Record of Federal Tax Deposits (See instructions for deposits on page 4.) 

/i 
I. Tal( liablliry II. Oat. 01 

Deposit period ending: for pOlr;ad deposIt Ill. Amoul)t deposited " 

i( 
~~4W~!p~ ~.$~~~~ Overpayment from previous quarter . ,.. --_ .. --- .. -- ... -.,;:.._-- .-.... ---- <If 

First 
1st through 7th. day . --_ .... _-...... _--.... ------ .. _-_ ........ 4LSL7:Z .-.-----5 ... 7-98. •. 9·5-.. 

month 8th through 15th day .' , - · -_ ... -._-- ---.. - ........ -- .... _-- .<.1 

0' 16th through 22d day !J, /.12/,7.7. ,~'.'.'.'.'.·.5.'~·i9jj~',95'.-.· __ _. 

qUlrt.r 
, . · ---- .. --....... _- .. ---- .... ---_ .... .. 

23d through last day : ,c ---
A. First month total ~ " . · 1 ] ,SQ7·90 - ~ .. , .. '. --, 

~ -
Stalnd 

1st through 7th day • · -- -... ---- ... _-.................. _ .... -... .$I..J.L++ ·-·~-·~:5·JBo5·~15 .. -
,month 8th through 15th day . -- ~ ..... __ ........ _---_ ..... _--- ... -'-- .... _--- .................. _-_ .................. 

0' 16th through 22d day · · 5/.17/'7.7 ____ ._.5.,.8'O.8 .. 5.Q ___ . 
qllll1!r 

-_ .. -- .. -..... -. __ .......... -_ ....... _, ..... 
23d through last day · . · , 

B. Second month total .• . · · [! " 

11,614,.2L 

third 
1st thro!Jsh 7th day. · . -.. ' ......... -... _------ .. _ .. _---_ .... .fJiU77 .... --.$.,.840.·15---· 

month 8th through 15th day · . _ ... ~ .. ---.. ---~ .. --- .. -.. --.- .. _ .. -..... iUJ.5'L77 ,-------?~~1· .. S5--·· 
of l:¥.th ,through 22d day 

qll."tn I ............. ---_ .. ---- ..... _--... _----_ .. ------- . .... _--.......... -.. -..... -.. ~ ... --"' ............ :... 
.. 23d through last day I 6/~8L77 $.,945.1Q . .,. ~ --

C. Third month total • • • • • • • • rrr 17 z61 i .ltO 
D. Total,~or.quart~r (tot'll of items A, B. and C) • W'~.$~ .... 4-0.,.B1.~ . .5..5-5..--. 
E. Final deposit made for quarter; (Enter zero if the final deposit made 

J 

for the quarter is included in item D) . 0 " . 

~ 
I 

5. Total deposits for quarter (including final deposit made for quarter) and overpayment from previ9us quarter. (See 
y:O,845 ~5 instructions on page 4). . · . . " . . . . . . . . 

Note: If un deposited taxes at the end of the Quarter are $200 or more, the full amount must be deposited with an 
authorized commercial bank or a Federal Reserve bank in accordance with instructions on the reverse of 
the Federal Tax Daposit Form. This deposit mUll! be entered in the Record of Federal Tax Deposits and 
Included In item 5. ' 

6. Undeposited taxes due (Item 4 less Item 5--this should be less than $200). Pay to Internal Revenue Service and 
enter here • n . . . . -. .-'. . . . ~ 

and check if to be: 0 Applied to next return, or 0 Refunded. !,.\' 

., Date final wages paid ~ . !, . 
I !' t 

.~ . 
7. If Item 5 is more than Item 4, ent~r excess here ~ $ 

,~~~~~~-----------

8. If not liable for returns in the future, write "FINAl" (See instructions) ~ 

'7/12/77 

Ty~ or print in this space your name, address, and employer identification number 
as shown on original. 

P 
Clliet: Daput:t: C1ezj 

1\ 

Return for calendar quarter ending 
(Enter month and year !Is o,n origin!!l) 

21B-2S5-1 
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Internal Revenue Service Center or dis· 
trict office. Since Revenue Procedures are 
updated pa-riodically, please be sure you 
are following the Procedure clJrrently in 
use. Nole: Copy A of all Forms W-2G must 
be sent to the I nternal Revenue Service 
Center using new Form W-3G which will 
be available later this year. 

Form W-3 is now included in Publication 
393, Federal Emp!oyment Tax Forms, 
which will be mailed to you. If you tile a 
final return before the end of the year, 
request Form W-3 from your District Direc· 
tor. instructions for filing are prin ted on 
the back of that form. 

Depositary Method of Payment 
Ganerally. you must deposit the income 

tax withheld with an authorizE:!d.commercial 
'bank depositary or a Federal Reserve bank. 
A Federal Tax Deposit Form 501 must ac· 
company each deposit. 

The amount of tax withheld determines 
thl!l frequency' at the deposits. Th~ following 
rules and examples show how often you 
must make deposits: 

(1) If at thl!l end of a quarter the total 
amount 01 undeposited taxes Is les5 than 
$200, you are not required to make a de· 
posit. You must, however, p;;}f the taxes 
directly to Internal Revenue along with your 
quarterly Form 941c, or you may make a 
deposit it you so deSIre. 
, Example: At the end of the second quarter 
of a year tha total amount oi undeposited 
taxes for tMt! quarter Is $170. Since this 
amount Is less than $200 you do not have 
to make a deposit but you must pay the 
elltirt! amount directly to Internal Revenue 
along with your quarterly Form 941E. or 
you may deposit it If you so desire. 

(2) If at thtir end ot a quarter the- total 
amount of undeposited taxes is $200 or 
more, you must deposit the entire amount 
on or belora the last day of the next month. 
It .'ii2,000 or more, see rule (4) below. 

Example: During the second quarter of 
a year your taxes ior each month of the 
Quarter are $75. You must deposit $225 
all or before July 31. '.1 

(3) If at the end of any month (other 
than the last month of a quarter) the cumu· 

. lative amount of undeDqsited taxes for the 
qu.rter Is ~200 or more and less than 
$2,000, you must deposit the taxes within 
Hi days after the end of the month. (This 
does not apply it you made a deposit for a 
quarter·monthly period that occurred during 
thd month under the $2,000 n,lle in (4) 
below.) -.:' . . .... 

Example 1: During the second quarter of 
a YGar your taxes for each of the first two 
months of the quarter are $300. You must 
depo:iit $300 within 15 days after both April 
30 and ~Iay 31. 

Example 2: DUring the second quarter 
at a year your taxes for each of the first 
two months of the quarter are $150. You 
mlJst d~posit $300 within 15 days aiter 
MdY 3l. 

E:f:lmple 3: During the second quarter 
of a year your taxes are $500 for each 
rnontn. Vou must deposit $500 within 15 
days <'fter both April 30 and May 31 and 
$5DO on or before July 3l. 

The following illustrates when mont;,ly 
deposits are required. 

Period Uability Amount oi uupmit 
ilnd du;) dato 

reb. 1-7 $50 Add to next period 
Feb. 8-15 55 Add to .,eAt period 
Feb. 16-22 50 Add to next period. 
Feb. 23-26 60 $215 by Mar. 15 
Mar. 1-7 50 Add to next period 
Mar. 8-15 55 Add to next period 
Mar. 16-22 55 Add to next period 
Mar. 23-31 60 $220 by Apr. 30 

(4) If at the end of any quarter'monthly 
. period the cumUlative amount of unde-' 

posited taxes for the quarter is $2,000 or 
more. you must deposit the taxes within 
three banking days after the end of the 
quarter·monthly period. (A quarter·monthly 
penod ends on the 7th, 15th, 22d, and last 
day of the month.) In determining banking 
days, exclude <lny local banking holidays 
observed by' authorized commercial banks 
as well as Saturdays, Sundays, and legal 
holidays. The deposit requirements are con· 
sidered met if: (a) you deposit at least 90 
percent of the actual tax liability for the 
deposit period, and (b) if the quarter· 
monthly period occurs in a month other than 
the third month of a quarter. you deposit 
any underpayment with your first deposit 
that is required to be made after the 15th 
day or the following month. Any underpay· 
ment for a quarter'monthly period trIal oc· 
curs during the third month of the quarter 
that is $200 Qr mora must be deposited on 
or before the last day of the next month. 

Example 1: During April your taxes for 
each quarter·monthly period are $3,000. Vou 
must deposit $3.000 within three banking 
day3 after April 7, 15, 22, and 30. 

Example 2: During the second quarter of 
a year your taxes for each quarter· monthly 
period are $700. Vou must deposit $2,100 
within threo banking days atter Mril 22, 
May 15, June 7, and June 30. 

The following illustrates when quarter· 
monthly deposits are required. 

Period Uability Amount of deposit 
and dUI!I dato 

Feb. 1-7 $1,500 Add to flext period 
Feb. 8-15 1,700 $3.200 by Feb. 18 
Feb. 16-22 2.100 $2.100 by Feb. 25 
Feb. 23-28 1,800 Add to next o-erlod 
Mar. 1-7 1,700 $3.500 by M·ar. 10 
Mar. 8-15 1,200 .. Add to next period 
Mar. 16-22 1,600 $2.800 by Mar. 25 
Mar. 23-31 1,700 $1,700 by Apr. 30· 

How to make deposits of taxes.-Fill in 
a preinscribed Federal Tax Deposit Form 501 
in accordance with instructions. 

Send each Federal tax deposit form and 
a single payment covering the amount of 
taxes to be deposited to any commercial 
bank qualified as a depositary for Federal 
taxes, or to'a Federal Reserve bank. Make 
checks or money orders payable to the bank 
you make your tax deposit with. 

The timeliness of deposits is determined 
by the date received in a commercial bank 
depositary or Fe:deralReserve bank. 

How to obtain Federal tax deposit 
forms.-Preinscribed Federal tax deposit 
forms will automatically be sent to you after 
you apply for an identification number. If 
you need additional forms, order them from 
the Intermit Revenue Service Center where 
you file retu~r.s. 

Do not use preinscribed forms of another 
employer. If you have not received Federal 
tax deoosit forms by the due date of a 
deposit, mail your payment to the Internal 
Revenue Service'Center where you file your 

'.' 

( k'\ 
',....;r ) 

return. Make it payable to the Internal He. _ ' 
nue Service and show on it 'jour name. iden· 
tification number, address, kind at tax and 
period covered. 

Record of dejlQSit.-Befora making a de· 
posit. enter the amount of payment on the 
form. Your check or money order will be your 
receipt. The form will not be returned to you, 
but 'Will be used to credit your tax account 
as identified by your employer identffication 
number. 

I". ,. 4 ¢ •••• 4 

Specific Instructions 
State and local government employers 

should file Form 941£ to report income tax 
withheld but should send social sacurity pay
ments and earnings reports to appropriate 
State officials. 

Item l.-Enter the combined amounts ot 
tot~ wages paid, tips reported, and other 
compensation paid to your employees, 
whether or not subject to income tax with· 
holding. Do not include any amounts of 
annuities, supplemental unemployment com· 
pensation benefits, or certain gambling win· 
nings whether or not you withheld income 
tax on them. 

Item 2.-Enterthe amount of Incorrie tax 
withheld on wage$, including tips report!li;j, 
annuities, supplemental ullemployml:!nc com· 
pensation benefits, and certain gambling 
winnings. . . : ,.' . :'. . .. 

Item 3. Adjustment of Incomo tax with· 
held.-Use item 3 to correct arrars marl .. 
in withholding Income tax from wa(' .~, ) 
in the preceding quarters of the san\. j!.'I •. 
dar year. (Consult the District Director b .. ll~ 
correcting a prior·year undercol/ection. It', 
tax was overcol/ected in a prior year; cJl.) " 
make an adjustment.) Explain any amO:'hh 
In item 3 In an attached statemenC' 

This statement must sat forth:' . 
(a) An explanation ot the error the entry 

is intended to correct; 
(b) The return period or periods to which. 

the error relates; .\. .._." • 
(c) The amount chargeable' to each 

period; . . "I :.,,:' • 

(d) The tax'return period in which the 
error was determined: and . - . 

(e) How you and the employee· have 
settled any overcollection or undercol/ectlon 
o,t income tax withh=ld. ... 

.' . Record of Federal tax de~it:s.-If your 
tax liability for the quarter Is $.200 or more, 
list the required information in the Record 

. of Federal Tax Deposits, even if you did not 
make any deposits for the quarter. 

.. In column I, list your tax liability fot , .• 
quarter'monthly period In which a Pol', 
occurs. If your total taxes are leu . 
$2,000 for any month, lL3t the amoulle 
your liability for that month on thu ·"tatal" 
line for that month. 

If you made more than one deposit 
for a period, attach a statement showing 
the amount and date of eacb deposit. 

Item 6. Balance due.-If you to!low~ 
the deposit requirements. any balance a 

.• this line will be less than $200. The balance 
must be paid with the return c:>' depos' . 
If deposited, be sure to ~nter th[1nl .
of the. deposit in the Record of F ,;lil I.;)) 
DepOSIts. ' . . .... 

Item 7. Overpayment.-It you deposite< 
more than the correct amount for a quarter: 
you may elect to have the overpayment re, 
funded or applied to your next return. AnJ" " 
amount applied should be entered in th ',:\ 

~,i~:;d of f,,, .. , T,x D,p"'" '" YOU'''n 
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Form W-3 Transmittal of Income and Tax Statements U®76 D.pa/lm.nl 01 'hI 1/ ... ury 
Int.rna' Knln". SIf"VICe .-

PAYER'S 

I 
Entor PI.ce an "X" In Ih' PlOP" bOl 10 id.nllly typo 01 docum,nl b.in. tr.nlmilt.d 

Id"ntlIYlllj( nlJlnb6r 01 

I I l1u.nbttr . documents Form W-2 Form W-2P Form 1099R - i 

300 ! 
All documenls PlaCD Type or print PAYER'S name. address, and ZIP code below (Name must .ru: All documents ~r.: Place i 

aline with arrow). 
an "X" In the p~aper box. an "X" In Ih. proper btlx. ; 
Orillin.I Corr.ct.d Wllh 1 •• pe,lt WI/haUl i •• ooyor I idenlilyinK no. 

H.me ~ 
Id.nlllyini fi<l. 

i 

Magnetic tape or disk pack filers: 
, 

See the applicable Revenue Procedures ;: 
regarding transmittal 01 t.turns on magnetic tape or disk pack. \ , 

nd. .na I. d or • f 

i 
i 

U r p II s 01 petlury. I eel e Ih I I h ...... mlned thIS relu/n. ,",lud,nK aceompany'n!! docum.nts and 10 the but 01 my knowl.du .nd b.II 1 It I I .1 
rlet. Ind. complelo .. In Ih. c ... 01 docum."lS w,thout rocipi."ls· idonlilyinK numba,.. I hive complied with th. requitemlnts ot thl I." b- requ st' • • h s btu •• ,eor'l! 
tho 1"lpllnls. but dId nol lee ... " Ihlm. ' e .nc sUe num '11 10m 

1! 
SIC'!1itrur. • •• _ •• ,._ ..... _ •••.••• _ •.•••••..••••••• _ .•.....••.••..••••.••• _. Titl. .•• • Dolt. I; . . ................................... _......... .. ...................... ; \ 

), 

, '--·----·-·-----.--.-···-····· .. ·.·-····.····.·-···oEtiiCfj·Ay·tfils·UNE-·--·--·····--·········-·-···-···-·-···-.••• --.. --.-.•... q 
Highlights OiSlt';1 01 Columbia. Internll Revenu. S.rvi.. ing number on each package, numbe,!l 

. . . 0.1 ....... M.ryl.nd. Cenl.r them consecutively, and place Form W-31 
Magnetic Tape and Disk Pack ReportlOg.- Penn'~lvani. !l601 Roosevelt &ule.a/d . in package number one. Show the num,l 

W I d th 'th Phil.detphi •• PI. 19155 b . j e encourage emp ayers an 0 er payers WI er of packages at the tOp of Form W-3.q 
computer capability to use magnetic tape or ~~~~:~~. J;i::i~~j,Pi. Inl~~~~!r Rmnu. S,rvic. . If ser: t b~ mail, these forms and packages:! 
disk pack for filing information returns. Many South Caroltn. 4800 Buford Hillh".y require fIrst class postage. 11 
S d I I 

Chambl .. , Glorlli. 30006 'I 
tales an , ocaliti~s a so accept information MlCh'K.n. Ohio Inlornal Rlvenue SmiCl Genera/Instructions for Formsi! 

returns on magnetic tape, and you may save Cent or W-2 W 2P d l099R ;1 
money by using similar tapes for filing with Clneinn.tI, Ohio 45298 ,-, an i1 

". the Service, and with State or local tax depart· t~~~~i~~~. ~·.'!:·M .. ico. Inlc!~:!r Revenue SltviCl ff~' ~ho Must File.-The returns to be'i 
ments. Employers find tape or disk reporting Okl,hom., T.... 3651 S. Intmlllion.! Hwy. I,e ~Ith ForI!!. W-3 and the payers re: \ 
allows economy. efficiency, and flexibility. Rev. _ . Au.lln. TIXIS 78740 sponslble for flhng the.m are: 11 

P , d t· t ". k Alu'l. Arllonl. Colorodo, Internal Rev.nu. Sirvice (1) Form W-2, Wage and TalC State';l' 
enue roce. ures ~n mag~e Ie ape or UIS Id.ha. M,n,,".ot •. MOlltana. Cenler ment, IS to be tiled by employors. (See' 
pa~~ reporting of m!ormall,o" docume~ts and ~:~~~:~'b/~:~!~'so~~~h 6~~~n~'u~I~20~4s:~th St. qirculars A and ~ for detailed Instruc':l 
umfled wage report!!lg uSing magnetic tape 0 •• 01 •. Ut.h, Wuhln&ton. tlons.) However, If you file an EmploY'~l 
formats are availilble from mast Internal Rev. Wyominll ef's Quarterly Tax Return f,?r Hausehofc;1 
enue offices. IIllnoi •. tOWI. Intern.1 RIVlnUI Sirvici Ef!1ployees, Form 942, use It as a trans·,! 
." M.nourl. Wisconsin Cenler mlttal for Form W-2. 11 

Substitute FOrms.-/'iilV~nUe Praced.u~es 75- 2306 E. BJnnlster Road, (2) Form W-2P, Statement for ReciP.li 
14 and 75-15 have been Issued explaining the Kansa. City. Mo. 64170 ients of Annuities, Pensions, or Retiree!/ 
format which must be adhered to an all sub· C.lllorni •• H .... ii Inl~~~~!r Rlvenu. SilVie. P~~, and Form 1099R, Statement for Rell' 
stitute paper forms. 5045 Eut Butl., Avinul clpl~nts Of. Lump·Sum ,DIstributions from; 

U d r bl F VI 2. A I fresr.a, C.hl~rni. 9388B Proflt·Sharlng and Retirement Plans, arE: 
.n e Ivera e arms . - - ny emp oyee Ind,an •. Konlu:~,. Inte/n.1 Revonu. S.rviee to be filed by employees' trusts or fUndSi]! 

copies of Form W-2 which. after reasonable Nortlt C"olina. T.nn...... Cenler Federal, S~atlil, or local govemment retirel 
effort, cannot be delivered to employees should Viraini., Wasl VitK;ni. 3131 admoerat Ro.d ment systems; life in,surance. com. panies',;,! Memphis. Tenn. 38110 d • 
be kept as part of your recoid~ for four years. a~ other pay~rs who are obligors respon j 

If h I SIble for makIng the reported payments! l 
Instructl'ons-Form W-3 you ave no egal residence or princi. : If an. e~ployer makes retirement plar; c 

pal place of business in any Internal Rev· contnbutlons to an employees' trust:,! 
enlle district. Ille with the Internal Rev· 'which, in turn, is responsible for pay: J" 

enue Service Center. 11601 Roosevelt . ments to retirees and their beneficiaries! 
Boulevard, Philadelphia, Pa, 19155. the trust and not the employer Is thll 

~ Who Must Flle.-Form W-3, Trans· 
mittal of Income and Tax Statements, 
must be filed by employera and other 
payers as a transmittal for Form W-2, 
Wage and Tax Statement, Form W-2P, 
Statement for Recipients at Annuities, 
Pensions, or Retired Pay, and Form 
1099R, Statement for Recipients of Lump· 
Sum Distributions from Profit·Sharing and 
Retirement Plans. 

B •. When to File.-Form W-3 must be 
filed on or before february 28, 1977. 

C. Where to File. 
If your Illgal r.sld"nc •• 
principal ptace of busl. 
ness. attica, or aguncy is 
located In Use this address 

".. 'Y 
Hew JI"I1, NI" Yotk City 
.nd counties 01 N .... u. 
Rockl.nd, SuH.Ik. .nd 
WUleh .. t ... 
N." YOlk (.11 olher 
eounlles). Conn..:licul, 
Meine. M.such"Slus. 
Nlw Hlmpohi,.. Rhod. 
Isl.nd. Y~tmont 

Int.m.1 R.VlnUI Service 
C.nlar 

1040 W.v.tly Avenu. 
Hollsvill •. N.Y. 11799 
Int.tn.1 R .. lnuo S.rvic< 

Cenllt 
310 Low.1I Slrell 
AndovlI. MISS. 01812 

D. Payer's Identifying N!Jmber.-Your, 
payer's Identification number is your Em· 
player Identification Number. 

E. Shipping and Mailing.-Employers 
and other payers filing on the oHicial, or 
substitute paper forms and using more 
than one type of form should group reo 
Nrns of the same type andfcn'!ard them 
in separate groups. For example, a payer 
of both wages and annuities should file 
Forms W-2 with one Form W-3 and 
Forms W-2P with a second Form W-3. 
Also, file separately forms lacking tax· 
payer identifying' numbers with a Form 
W-3, and certify that you requested but _ 
have not roceived the recipients' taxpayer 
identifying numbers. 

If you h(Jve a large number of forms, 
you may send them in convenient·sized 
packages. Show your name and identity· 

obligor responsible for submitting FormL! 
W-2P and 10!39R (and Form W-2 for th,' l 
trust's own employees, It any). Thesl j 
forms should bear the trust·s name, ad ! 
dress, and employer identification num') 
ber. (Of course, the trust may employ ai 1 
agent or fiduciary to prf:~pare and file thil 
forms, while still maintaining Its obligo) I 
r~sp.onsibilities.) See paragraph 0 belovi,l 
SImilarly. a bank serving as fiduciary fo'l 
an employees' trust or retirement funU~ 
and withholding income tax when re"1 
quested by annuitants, would (if it pre I 
pares the Forms W-2P and 1099R) sho,' I 
the obligor trust's or fund's name, (Jdl 

'dress, and employer: identification nUlT':j 
ber on the Forms W-2P and 1099R. rI 

"\ B. When to File.-Forms W-2, W-2Fr 'I 
and 1099R must be filed on or befor , 
February 28, 1977, except by employe~ l 
of househOld workers who must (Jttae.'\ 

(Continultd on palte d ' 
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Forms W-2 to their 4th quarter Form 942 
and file by January 31.1977. See Gen&(al 
Instruction E for rules on when Form W-2 
must· be issued to. recipients. 

C. Calendar Year Ba5js.·~AII amount!. 
orr Forms W-2. W-2? and 1099R must 
be based on a calendar year. 

D. Identifying Mumbers.-The Service 
aSS<lciates and verities !Jayments to in~ 
come .. recipients with correspondin'K 
amounts on tax returns. Prltlcl\.li:dly 
th'rough taxpayer Identifyin~ numbers. 
it ls .. particularly important tna! correct 
social security or employe.r identi/ic;]· 
tion numljers for recipients be prOVided 
on the forms. magnetic tap~, or dio;k 
pack sent to' th., Sc=rvice. For cnosc= en· 
gagltd in a ,trade or bUSiness (inc:ludlClg 
employee trusts. retirement systems, etc.') 
the taxpayer identifying number is the 
employer identiticatlon numcer (00·-
0000000). For individuals. it IS the suclal 
security number (OOO-<lO-<lOOO). When 
listing an identifying number. pledse sep· 
arate U,a nine digits as shown, to dis· 
tlnBui:lh the tY!Je ot number being reo 
ported, See Form 3435, Payer's Request 
for Identifying Number, tor further In· 
formation. 

~ole proprietors who are payers ~hould 
:>how their employer identification num· 
ber on the returns they prepare. However. 
pay!:r! should use the SOCial secunty 
number of sole pmprietors on returns 
tor payments .to th!!TI. 

The full name; address, and taxpayer 
identifying number of the employer and 
the re~ipient must be $howri in tht! sec· 
tionsc')jrollided on the return. When pay· 
ments hallC been made to mOre than one 

Pise Z 

Individual recipient. the name of t~e re
ciplilnt: whose identifying number IS on 
tht! rdurn rnust be shown as the ONLY 
narne on the first line. The names of reo 
maining indillidual recipients should be 
shown on tne second line. If the recipient 
IS NOT an indll(idual and the name runs 
over tlie first line. you may continue the 
name on the second line, and If neces· 
sary, on following lines. 

When you have not yet succeeded in 
obtainrJ1!o: recipients' taxpayer identifying 
nurnbers, separate the returns without 
numbers from those with numbers and 
tnlnsmit t.hern under separate Forms 
W-3. 

E. Statements to Income Recipients.
You rTltly give statements to income recip. 

'ients on GOllernment'printed oHicial 
forms or on privately printed substitute 
forms. 

Thtl Revenue ?rocedures on private 
printing of wage and tax statements and 
use .of substitutes for information on the 
acceptable format of paper forms are 
available at any Internal Revenue Service 
Center or District office... -. 

Although you are not required in aU 
instances to provide employees and other 
income recipients with statements. the 
Service urges you to do so since it helps 
the reci!Jients prepare their income tax 
returns. Generally, you should provide 
statements to recipients after December 
31.1976. and by January 31,1977. More· 
over, you muSt issue the statements with. 
in 30 d<lYS atter the last payment of 
wa~es, retirrrd pay. or annuity if the reo 
cipl~nt'5 employment or annuity ends be' 
fore December 31. 1976. However. for 
lump·~urn distributions you are urged to 
provide recipients with the necessary tax 
informution as soon as possible. (If you 

deduct and withhold railroad retiremeQ .. 
(RRTA) tax. you must also furnish recip"-' 
lents the information required under sec· 
tion 605l(e}.) 

F. Returns Filed with the Service or 
State and Local Tax Oepartments.--11 
you usel paper torms for filing with the 
Service 0.' with State or local tax depart· 
ments. the returns must be on the official 
form or a . substitute form rellectlng the 
boxes in the same order and with the 
same box identifying number and title as 
the official form, You must also repro' 
duce the scanning or heavy lines on the 
"A" copy you file with the Service. You 
may includ,:additional data elements 
(such as deductions ior health insurancl~. 
union dues, etc.) on a substitute form in 
any order or sequence in the open space, 
on the form. 

Although tha Se~ice does not require 
you to file a supporting reconciliation 
statement. you should reconcile the !Jay· 
ments shown on these in/ormation. rt!· 
turns with your books at account Clild 
Form 941 .. ·941£::. 942. or 943. to avoid 
unnecessary correspondence with the 
SerVice. 

G. Corrected Returns.-Slnce a cor· 
rected information return completely reo 
places a return previously filed. it is very 
important to the' Service and to the In
come recipient that· you complete atl reo 
quired boxes and identify it as a corrected 
return. For returns filed on paper. enter an 
"X" in the box in the lett mnrgin and 
mark the corrected' statements clearly ~O 
"CORRECTED RETURN." If a form is Ie . 
or destroyed. giv!! your employee (or r ' 
cipient) a $ubstitutecopy clearly marked 
"REISSUED RETURN." 

(Co!1tlnLJl!d on page -3) 
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Form #=28 

[lOC. 
l,oe. 

,. 
EMPLOYER'S RETURN OF INCOME TAX WITHHelD 

INCOME TAX DIVISION 
ANNA Pc lLI!:.. MAR'fI.ANII 214fJ.l 

I ()hM r.rrW '~Uh Rf'V '//1tJ 
GCJMPIIHH.I LHOF flH:: rHI-·\',UHY 

If aUSIN€S> I!"~ O'E:l:N DISCONTlNUhD Oft NAME. AUDWESS 011 ilJcNIIHLAII0N 

NU.',\I!ER SHOWN IS INCORRECT ~LACE AN "X" IN THIS BOX "'Nll MAK" <UN· 

}!ECrrONS UN /lACK. 

Pleaset r..,t\Jrn this form for period: 
L OUf:: 

C. ,j IIISlruciiom: Usi1l9#2 p"ncH, liII ill Tax Wilhht:ld alld bUy uujU\III":lII\ 'Pll~ 
10101 adiusled amount plus any inlttreSI or pellCJlty due. Sian !It:lo~. 

CLERK Of C OdRT Of 
REMITTANCE MUST ACCOMPANY REPORT 

MAKe ,-'HoCI< foAYA .. LE roo COMPTROLLER OF rrlEASUR'I 

PRINr YOUR NUMEIIALS LIKE THIS, PLEA~E. 

I DEc:-l;,Ri: UNDER THE PENALTIES 01' PERJURY lHAT rHIS RETURN /INCLUDING ANY ACCOMPANYING SCH~OULES AND SIAIEMEN rS) HAS ~EEN EX,o.MINED BY ME AND TO THE BEST Of 

MY ~NOWlEOGE AND 8ELI!:1' IS A 'RUE. CORRECT AND COMPLETE REPORT. 
TIllE, ____ -------

DArE. _____ ___ 

StCiNED: __ ------------------------
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STATE OF MARYLAND 

DIVISION OF SOCIAL SECURITY 

Ri!:MITr AHCi: lD'~NTlrJCA7l0H 

Form *29 

jj ,I 
'r 

The enclosed checK. (s) is (are) in paymant of: 

Contribution::> for Poyroll ending ............................ r-~C~ODJ:--I,-COOm2~~:-rV\'i.t: --;>~~! ______ ji;i 003. 004 

Employees Shcr~ ........................................... 
Employers Share ........ . .................................... . 

............................. ............................... 
.............. (I 

Ii 
fl 
"' .................. l~ 

11 

Adjustments 
•••• , ••••••••• i1 

• • • • • .... • • • • • • • • • • • • • • • • • • • • • • • • • • • • • •• • • • • • • • • • • • • ,~> .. f> 11 I ....... ....... II} 
nterest ..... . ............... ' ....... ·If 

.•. '.' • . • • • . . . . . . • . . • . . • • . • . • . . . . . . . . . . . . . . . . II 
Administrative C~t .................. J" ••••••••••••••••••• : : : : : : : : : : : : : : : : : : : ::: : : : : : : : : : : . : : : : : : : : • • • •• • •••••••• i 

iOTAL .. · ...... i 

I 
Coverage Group ....... ".: ................................................................ .. 

......................................... ~ ........... . ........ '!' ......... ' .......................... .. 

Identification Number .. ................ . 
....... 0 .............. .. Title 
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CODE 

68170000 

S/SNO. 
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Form #29a 
BOARD OF TRUSTEES - RETIREMENT SYSTEM OF THE STATE OF MARYLAND 

LOCATION - CIRCUIT COURT FOR 

PAYROLL DEDUCTION FOR THE MONTH OF 

NAME RATE AMOUNT DATE 
DEDUCTED LEFT 

A-84 

PAGE NO. -,.-__ _ 

CAUSE ANNUAL 
SALARY 

\ 
/1 ~ r 

l 

OJ , 
. i 

EXHIBITS 

. \, 
A-8S 



o 

o~ 

0141 
0251 
0331 
0471 
0521 
0652 
0722 
0872 
0911 
1061 .. 
1142 
1232 
1353 
1423 
1562 
1673 
1724 
1874 
1912 
2025 
2143 
2213 
2314 
2481 
2581 

2681 
2781 
2881 

2981 

CIRCUIT COURTS 

Allegany 
Anne Arundel 
Baltimore County 
Calvert 
Cal"o1ine 
Carroll 
Cecil 

. Charles 
Dorchester 
Frederick 
Garrett 
Harford 
Howard 
Kent 
Montgomery 
Prince George's 
Queen Anne's 
St. Mary's 
Somerset 
Talbot 
Washington 
Wicomico 
Worcester 
Baltimore City 
Superior Court of 
Baltimore City 

Baltimore City Court 
Court of Common Pleas 
Circuit Court of 
Baltimore City 

Circuit Court No.2 of 
Baltimore City 
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CHRONOLOGY 

A major 'revision to this system is the deletion of the items peculiar 
to masters required during the first fifteen months of operation. 
Masters are printed on "No Carbon Required" paper T,lfith entries common 
to both header and master positioned to record data in one operation. 
This change was effected at the end of June, 1975. 

Commencing with the final quarter of Fiscal Year 1976 on March 29, 1976, 
a' new master form containing a section entitled "Chronology" will be 
implemented. This section is designed to capture the significant 
events in a case's progression, starting date of that event, the number 
of hours consumed by that event to the nearest half hour. (Note: The 
computer is programmed to accept time to the nearest tenth of an hour 
[six minutes].' If a given clerk ca.n support this degree of accuracy, 
please feel free to do so. Otherwise, we are striving to measure time 
of event to the nearest half hour,O.5.) The only exception to this 
half hour rule other than the note above will be Arraignment. By , 
mutual agreement with a number cf court clerlcs, State's Attorneys, and 
judges, arraignments will be pre-programmed wj~h a value of one tenth 
of an hour or six minutes. All have agreed that this factor covers a 
full 99 percent of arraignments. The final element of the chronology 
is judge code. 

Event codes are the Significant steps in the process chrough which most 
cases pass. The cqdes enumerated below were created by an experienced 
group of court clerks, administrators, judges, etc. All are four 
letters or less. Most are self explanatory. 

Worthy of special mention are the asterisked codes of CT, JT, CCT and 
CJT. One of the problems in the gathering of meaningful statistics 
with respect tb number of court and jury trials has been the com
~l~cation. of co-defendants in criminal cases. The present system 
does isolate the number of defendants through the ~lpha character 
designation at the end of the docket number, (see Criminal Entries 
section). In order to more accurately determine the number of court 
and jury trials, two codes, CCT and CJT have been developed. CCT and 
CJT will be used to 'designate all co-defendants tried together in 
excess of the first defendant. They will enable the case to be printed 
out for reporting purposes, but not be considered in the jury or court 
trial statistics, 
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Retux'ning to the Jones, Smith and Green example listed in the Criminal 
.:;ct10n: All three are tried together at the same time in a jury 
trial. ," , the inaster for Jones (7125A), enter JT. On Smith (7125B) and 
Green (7125C) mast·;rs, indicate CJT, Jurisdictions using automated 
systems must adjust appropriate edit programs to accomplish this. The 
net effeet is to list ~ach Jefendant separately on the Case Analysis 
Report as being tl'i8d by jury trial, yet the statistic at the ...... ~ of 
the report will reflect only one trial. 

The eventslisteJ below are the Ollly events to be r~ported at this 
time. EnoLlGh space ha~ been allocated to record a fu11 95 percent of 
the caseload accol'ding to our review panel. In the. event of a partic
ular case I'cqt.: _'ing more than eight, a i~ judgment callI' must be made 
by'the clerk of C0urt as to the truly significant ones to be reported. 

Ent~r the code appropriate to the event in the spaces provided. 

Dates are to oe entered per the common entries instructions. 
used are ahl8.Ys the first day of a particular event. 

Dates 

Hours ar6 to be entered in accordance with the instructions given at 
the beginning of this Annex. 

Judge - Judge odes are used to give cr~d1t to the judge or Master 
who accomplishes the event, Judges are expected to enter their own 
CHAM, (ch~~bers) time and date. As soon as pOSSible, new codes for 
individual '~J.:J cers will be developed. Until that time enter 888. 

~he coda DISr (~1sposition) or INAC (Inactivation) will always be the 
12.Gt code in the Chronology. This· is the only method available to 
::I.ndicate tha.t a case has be.en disposed of or' must be shelved temporar
ily fu~ valid cause. 

Inactivation is a status reserved for matters which cannot be moved 
through the j udiciu.I pI'ocess, due to circumstances beyond the court's 
control. It i~ to be aSSigned by the clerk of court in matters involv
ing failure tu appear', bench warrant, confinement to mental inst.:!. tution, 
etc. 'l'he J:;ur'p038 ,If' tr:.:LS category is to remove the matter statistically 
from the pending workload of the court reflected on the Case in Progress 
Report. Th~se ar~ still legally open matters in the full sense of the 
concept. Inactivation is purely a work measurement device. The pro
cess is as follows: 

A. Heade:!.' and .. Iaster' are prepared and processed in the normal mann~r. 

B. A dircumstance such as a bench warrant occurs precluding further 
action of the court. 
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Exhibit B-3 

Clerk enters INAC, date, 00.1 time and no judge code unless a 
judge happens to direct a particular inactivation on the maste~. 

Clerk sends master to Annapolis in weekly envelope. 

Next Case In Progress Report reflects no entry of this matter. 

Statistical report will reflect an additional inactivation. 

When the case becomes "try-able," clerk submits a new master ' ..... h·en 
·disposed. A new header is not to be forwarded. 

Court gains credit for disposition. 

March 1, 1976 

I 

" () ) 
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ARRG 

CHAM 

'CT 

DlaF 

INAC 

JH 

JRH 
JSH 

**JT 

MDLR 

MDMR 

MIST 

PMOT 

. GPNW 

*CCT 

**CJT 

Exhibit B-4 

EVENT CODES 

Arraignment. 

Chambers time. Includes all matters' requiring a 
judge's off-the-bench time pertinent to a particular 
case. 

Court Trial. 

Disposition (date). That date on which a judgment i6 
entered of trial or entry of a consent j udgD".ent; 
settlements, where an order of "Agreed and, Settled" is 
filed on the docket; dismissals occur (voluntary or 
involuntary) . 

Steta and Inactivations are dispositions in Law Cases. 
(See alao INAC.) 

In criminal cases) disposition occurs on the date of 
pronouncement of a Not Guilty verdict, Probation, 
Stet, Nolle Prosse. If the verdict is guilty on any 
of the charges on a given docket number, the disposi
tion date is the date of sentencing.: 

Inactivation. (Includes all matters.which cannot be 
disposed of for reasons of Failure to Appeal, Bench 
Warrant, Confinement to Mental Institution, etc.) 

Juvenile Hearing. 

Juvenile Rehearing. 

Juvenile Support Hearing 

Jury Trial 

Motion to Dismiss under Local Rule. 

Motion to Dismiss under Maryland Rule. 

Mistrial. 

Preliminary Motions. This includes demurrers, excep
tions, motions to dismiss, severance,' etc., formally 
presented in court prior to the 60nduct of a trial, 
equity hearing or juvenile hearing except for Motions 
to Dismiss under Local and Maryland Rules which have 
their own specific codes . 

Guilty Plea No Witness 

Co-defendant Court Trial. 

Co-defendant Jury Tr1al. (Used to designate two or 
more defendants tried at the same criminal trial.) 
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Court of Aopeals 

001 Murphy 
002 Digges 
003 Eldridge 
004 Levine 
006 S:l,ngley 
007 Smith, M. 
008 Orth 

July 14, 1976 

-----;~......--...-~-

Exhibit B-S 

APPELLATE COURT JUDGES 

," 
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Court of ,Soecial Appeals 

052 Da'"idson 
053 Gilbert 
054 Lowe 
055 Mason 
056 Melvin 
057 Menchine 
058 Moore, J.P. 
059 Morton 
060 Moylan 
06i Powers, J.V. 
062 Thompson, C.A. 
063 L1ss 

() ), 

1\ 

. , 

II .. ' .... 

o 

103 
104 
105 
106 

201 
202 
203 
204 
205 
207 

302 
303 
305 
306 
308 
309 
310 
311 
313 
314 
315 
316 
317 

401 
403 
404 
646 
405 

501 
502 
r:"03 
504 
506 
508 
509 
510 
511 

·512 

601 
602 
603 
604 
605 

CIRCUI~ COURT JUDGES 

Pollitt 606 
Prettyman 607 
Edmondson 608 
Simpkins 609 

610 
Mackey 611 
Clark 612 
Rasin 
Roney 
Turner, B. 
Everngam 

Cicone, F. 
Close 
Haile 
HiginiJothom 
Mac Daniel 
Maguire 
Proctor 
Raine 
Land' 
Brannan 
DeWaters 
Buchanan 
Cameron 

Getty . 
Naughton 
Ottinger 
>..ltledge 
Thayer 

Beardmore 
Childs 
Evans 
Macgil1 
Turk 
vlearlt 
~'lray 
Hopper 
Cicone, G. 
Williams 

Barrick 
Cahoon 

701 
702 
703· 
704 
706 
707 
708 
712 
713 
7J4 
715 
716 
717 

801 
802 
803 
B04 
806 
807 
808 
810 
811 
812 
813 
815 
816 
817 
818 
819 
820 
821 
822 
82~ 
82 
825 

888 

Exhibit C-l 

McAuliffe 
Miller, H. 
Mitchell, J. 
Latham 
Shearin 
Shure 
Frosh 

Bowen, P. 
Bm'l1e 
couch 
Loveless 
Mattingly 
McCullough 
Meloy 
Taylor, J.H. 
Levin, J.S. 
Blackwell 
Bow11ng 
Woods, R.J. 
Chasanow 

Arabian 
Cardin 
Cole 
Dorf 
Grady 
Hammerman 
Hargrove 
Howard 
Jones, S. 
Karw:acki 
Levi"n , M.A. 
Murphy, J.W. 
Perrott 
Ross 
Sklar 
Sodaro 
Thomas, B. 
Watts 
Greenfeld 
Allen 
Sullivan 
Kap1.an, J. 

Masters Clapp 
Fairbanks 
Mathias, J.M. January 6, 1977 
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Exhibit C-2 

DISTRICT COURT JUDGES 

901 Sweeney 951 t·.J'issel 
902 Alpert 952 Nerth 
903 Bacharach 953 OrNeill 
904 Bae:r 954 Rea 
905 Bayler 955 Resnick 
906 Bennett 956 Rebinsen 
907 Bergerding 958 Ruben 
908 Beublitz 959 Sanders 
909 Bewen, M. 960 Scheeler 
911 Broeks 961 Silver 
913 Buck 963 Smith, D.M. 
914 Bundy 966 . Sterling 
915 BuzzelJ. 967 Stichel 
916 Carter 968 Tayler, G.M. 
917 Cave 969 Th:ieme 
91:; Curley 970 Themas, E.O. 
920 Dallas 971 Thompson, B.W. 
923 Evans~ W. 972 Tr.acey 
924 Femia 973 Ttlaldron 
925 Fischer, R. 974 Waldrop 
926 Friedman, D. 975 Welsh 
927 Friedman, S. 976 Wilcox 
928 Gersen 979 Weedward 
929 Gerstung 980 Wright 
930 Geuld 981 Bell 
931 Hardesty 982 Klavan 
932 Harkness 983 Bates 
933 Heise 984 Masen, R.H. 
934 Hinkel 985 Yates 
935 Hermes 986 Cietela 
937 In'vernizzi 987 Clark, R. 

, 939 Jones: L. 988 WeQds, S. 
940 Ka.rdash 989 Brown, L. 
941 Kelly 990 Horsey 
942 Kircher 992 Witt stadt 
943 Larndin 993 Rella.s 

',g46 Lewis 994 Fisher, 1. 
!)'l;; '7. Moere, D.H. 995 Becker 
948 Munger 996 capilan 
949 Murphy, W.H. 
950 Neilson January 6 j 1977 
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CLERKJ OF TIlE COURTS Exhibit D-l 

NCR 41 l\CCOUNTING HACHINE' 

OPERATING SUGGESTIONS AND REl'1INDERS 

1. hemember to set the date for each day of operation. The 
auditor!s key is required; place it in the slide lock qn the 
le;.t side of. the machine, pull the slide assemb;ly all 'the way 
down to the Cons. No. Reset position. You can nOw adjust the 
date. This is also the position where the audit tape assembly 
may be removed. If the machine is low on tape, now is the best, 
time to insert a new roll. After you have done any of the above, 
remember to push the slide lock into the Register position, lock 
it, and remove the Audi tor I s key. Head up a' takeoff she6't at 
the beginning of ~ach working day_ Insert the takeoff ;form to 
the "Beginning Auditor's Reading" position. Depress the Read A 
key to print the beginning reading. It is also recommended that 
you \l7ri te today' s da(te on the takeo.ff form "as well as on the 

I 

audit tape in the machine. 

2. 
NCR 
of 

3" 

The Audit Tape for this machine may be ordered by asking 
for 41J Tape. It comes 20 rolls to the box.. Keep a supply 

it on hand. 

Never leave the Auditor's key in the machine. 

4. Periodically check the running Audi tors ~o tal ~Read A key). 
1'lhen it get:;around $8,000,000.00 it should be reset. ,'Contact 
NCR to. have this done. If this total's capacity is exceeded, 
a red 'flag will appear in the window in the upper left hand 
corner of the ITa chine and the machine will lockup. Once again, 
contact NCR. 
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5. Totals .~.5~J]_~<?_~ be cleared from the machine without the Audito.r's rl 
key.' Each Clerk's off icc ~Jhou1d dc~igna te one person with the f~ 
au f::hori ty' for clearing the 41. 'l'otuls are cleur~d in the follow-- If.,! 

ing manner: 

a. Insert the l\l1ditor's key in tl1c lo.ck next to. the 
Clear B key and l:urn the key t1owm"ard und l;o the left. 

b. In:::;(~rt the dully tClkcoff sheet in tlle 'leftmos t prin ter. 
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Exhibit 0-2 

*c. Depress consccu ti vely ea.ch transaction key and the 
C1L:t.LL" JJ }u:y. 

d. AileI' L!uc.:ll of the nine keys hiJ.s l.H.!L!Il cluarcd, 
simultaneously uepress the Cashier's Total key and the 
Clear B key. The result is the gross ?um total of all 
activi ty for Cashier B for the working, day. 

e. Repeat Steps c & d above for Cashier A using the 
Clear A key instead of Clear B. 

*Clear the. transiJ.ctions from the bottom (t1isc. C-L) to 
the top (Recording Fee). This assures that the totals 
are printed in the right orde~- on the takeoff sheet. 
(Remember thQt any form inserted in the left printer 
spaces ou. t towards you.) Consequently.! prin ting occurs 
from the bo t tom of the form to the top. 

f.' 'I'urn thu tak eoff form around and Zllign it to the 
po~ition thZlt Si:.lys "Ending Auditor's Reading." Depress 
the Read A key to get this reading. The difference be-

C)l -.... / 

l..;wCen the beginning and ending i.luditor's reading, when 
Zldjusted by the sum total of any adjustments made during r" ") 

the day, should equal the net deposit total for all cashiC)3 .../ 
for the day. 

6. Totals for any transac tion key may be read .( suJ? totaled) 
duriI'\\g the 'dilY simply by u!..!pressing the transaction key and' 
cithcir the Reud A or RCi.ld B keys. 

71 Make sure that all adjustments (error corrections) are 
.nota ted on the, Zld'j \l~ tmen t shee t. Pas t the total of adjustmc.n ts 
for each transaction group on the ta,k<;!off sheet to arrive iJ.t the 
net total for each transaction category. Also include the t~tal 
of all udjus tments on the appropr1:l. te line in the audi tor I s reading 
section dE the. tc:\J.~('off form. 'l'he net audil:or ' s total should 
agree to. the net amlJunt of the dail,y cash deposit. 

() 
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Exhibit E-l 

NovcJIlucr 26, B73 

TO: All Clerks of Courts 

FROM: Louis L. Golu::;tein 

At its meeting on October 30, 1973 the Joint " 
on thl.! Kll1:.JgelOent of l'ubU F d ' Leg~slat~ve Committee 

t d c un s des1gnated a T k F 
S u y the ilia t ter of depOSiting of. f d' . as·· orce to further 
of r.UIJI.'t!>·,lIld Hl!ti:.LI.!L!J U[ I.JLll!.l lIlU~tJ: 1n, the possession of Clerks 
r.:ltlll..!r than Ill..! Ltl ll..! In l:UIlIlIlt.;:l"C hI b-' kl:h lIIunm:r us. to dru .... intet'e::it 

• .:Ill .:iCCounts. 

On NOVcI.lber 8 1973 1 ' C f ' t Ie f.:lsk Force met' h .' 
on crance Room at: 301 W. Presto ~n t e ~omptr61ler's Office 

consisted of til" fall' n Street, Balt~more. '~faryland It: 
"" o .... lng· Reprc" t' I . • W. Garrett Larrimore ~'\ s~n ~ng t1e Court Clerks .... ere 

C, ' ,nne lrundel COllnty· C ~r . 
ounty; curl H. Pindet" Kent Co t d'· I errltt Pumphrey, HOI"ard 

Coun ty R '. Ull y.:1n llo<l'1 rd N S 'th If 
~ • epresl.!nting tll~ Rcgisters of Wi11~ .... ' • ,ml , 'ontgomery 
Frederick County· CI'ur"c Sl::! k II . ere Thol;l;:iS H. Eichelberger 
~10ntgomcry COUllt; -I" t.. , c,' Ol"'un! County .:lnd \yinifrcd EScott ' 
Villey K.111std; tl'le l~~~(:~:r~~~t~ng th~ I Lcgislotive ,\uuitor I 5 Office ""~s 
'freasut"l~r's Office Cl '1-, enera S Office, Francis X:. Pugh' the 
Ri h .' • In! l!S Jones' the Jo' t L i. • 

c o1,rd I:ul.lll:lIilill~r ilnd tIle. CtJmptr~lle ,~ ~n . eg sla:ive Committee~ 
Bernard F. ~()s!;el i11ld J. [I;18i1 \H!;;!1Ot"~ 5 Uffice; LOIHS L. Goldstein, 

After co'!!; idcrnble tl (:.;ell:;:.; ion tl f 
Courts .... US ile,recd llpun: ' H~ 01101-.'1ng pt'ocedura for Clerks of 

Land .:lcquisition rnonics will be de 0 ' 
accoullt for onch illtiivltl '1 ". . P, SHed by the Clerks into a saVings 
b . k ,lid e,lse. fhese d \ i ' 

al! s. Those account" I'l'll b cpos ts 1.'111 be lililde in loc"l 
S ~ v e covereu b 11 ... 
tnte Trc,1suL"cr as l'S 1, Y co i1tL!r.:ll posted \"ith tIle 

' lUlle dt pri.!Scllt \VI,' 'II ' 
sinu1e account. Thu!; the 1)'111"'" 'II 1l!re .1. of the. monies are in one 
.... ill b" ~·"' .... l c'11Clll'lt tl ,. . 

e r;.Iyable to tlJ~ PL'OPl!t-ty ol-{))ur' ',e 1e lIlterOst enrned which 
upon IV.lthl.lL'.:ll.'.:ll ,of prineiplll. 
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Exhibit E-2 

The General Accounts of the Clerks, including fees and commissions, 
tra~sfer e:axes, rc~orduciQn tuxes and licenses should be deposited by 
the Cler~ ~5 is don~ ac present in a commercial account with the pro
vision that e:he bunk invese: all funds deposited in excess of a pre
determined amount: which will be sufficient: to service c.he account: and 
to provide t:he Clerk with working funds. 

C)) 

The establishment: of the pre-dee:ermined amount: is up to each Clerk and 
will probubly have to be decermined as a resule: of trial and error. 
The Clerks m:ly rCl!Ucse: iluvice frOID the StJ..t:e Treasurer's Office io carry
ing out this provisiun. 

Concern ..... as exprcs::;ed as to the Sc:ac:e Geeting all of the interest from 
the investlnent' of the Clerk's general accouncs since'.,slJ(.,,:h accounts include 
larGe sums of mOIl':y colll::cttlu for tlle Coune:ics and ~!unicipalities. It ',Jas 
aGrI:!ed th.Jt at the ell.! of tJ.:lch fisc.:J.l YC:lr the ine:crest earned c:hrough 
inve::;tmcnts uE fuuJ:i i.n Clerk's gcner.:J.l accounts ..... ould be distributed on 
the following basis: 

The Clerk will detcrmille tbe amount of money he has distributed to the 
St:.:l.te during the fbc.:ll year and ..... ill add to that all of his fees and 
commissions. This will represent: tocal monies disc:ribuc:ed to the State. 
He will determine Lhe monies disc:ributcd to the Couney and to each muni
cipaliey ilnd he will then disc:ribuce his interest earned from investing 
funds in the Gcueral Account co each of the above entities based on the 
proportion Chilt the di::;tribuc:iol1 c:o each bears to tocal distribueion. 

All oe:her lflQuiws ill t.lte Clerks cuscody. such as cash bail, litiganc:s funde.) 
money ret.:eived on d!.,~,\!als from the Districc Court:, ee:c., may remain in 
commercial chl!ck.int; .lct:Ul!llts. 

Louis L. GolJ~tein 

L1.G/ch 

o 
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Exhibit F-l 

cmmr..OLLI:r. OF THE 'l1t2ASURY 

J.mMPOLIS 1 Htl.Ll.YLt\N~ 

P1OCEDur~~ GOVEP~INGDEPOCITS OF FUND~ BY THE 
CLEPJ(!I OF COURTS AHD rtEGI!;TERS OF \!ILL!: 

Or:tobcr.l, 

t 
No Cle-=l; of Court 04' ::ecister of ~Hl1.a of Haryl41.nd chall deposit any official fun,: 
in nny bzmlc unlec$ liuch ban!: hnz fir::!: placed collateral with the 5t2ce TrcasuI'~r Ij 
~o secure the account of the Cler~ or r..ecist:er. Such collateral shall be placed ~ 
in accordance with ?roccdures zpccified by the ~tace Trea~urcr. . ~ 

The amount of mgncy '~hich any CIeri; or Rcnisr.:er lIUly hilv'! on deposit in any banI: at~ 
aoy tiec $hallnot c):,=C!cd onc hundred pe4'ccnt (1004) of the carket vl:llue of the 'H 
collnter<ll Given ac cccurity for dcpocHs of !JC<:te'llonies. (ChOJpc.er 731 of the 
/,cts of 1(74). 

The StatC! TrC:<J!:urer !;h.:lll advice the rc!;pcCi:ive Clcrl~ or Itesicte4'. and the !Jtate 
Co~ptrollc4. from t1mc to time of the amount of collateral placed by the bank~ to 
secure the rczpectivc Cle:~~' .:lnd rreGister~1 accounts." 

Banks ~ny ~ubSi:itute one it(~ of collateral for another thru direct contDct with 
the ~t.:lte 'f.ensurcr I s Office. The :::tate 'i'rea::;urel: :leed not notify eitha:- the Gler' 
nc£~stcr or Com?tro11er of such e=:chanee unlezs the total aeount of co2 lateral is 
thereby incrc.:lscd or =cduced. 

tlhenevcr the bal~ncc in a bam: account ap?roachcs 'the limit: established (1001. of 
the collnteral ?ostccl by the banI: ,,rich the State Trea!;u4'er), or"it is anticiriltcd 
Chat the u,"!;}oce \1ill in the near futurc· ap?,:-oDch ~uch limit, the· Cler;; or r.C~istc;1 
r;rusi: £0110;'1 one of thecc .?ro,::cullres: ' 

(a) If time ?cl."C!lits, the CIerI; or ::egister !:lll)' .:ldvice the ban!~ of the J 

(b) 

(c) 

!nc~e~ccd depoeit:; e&pcctcd, and che becl: may, if it de~ires. pl~ce 

udditional collate..-al \l:i.i:h the Stace 7rea::;ureI'. If the ~ank so 
deci;.-cc they ~ho!Jld be instructed to advise the State Trc<l:::urer 
of thcii:" pLwc fDA:: pledginG ~cJuitional collc:tcr.:ll anel the Cler!~ 
or RC2i~tcr chould nlco ~dvise the etate Trcceurer. If time does 
not pe~cit. or the ben~ doee not decire to pos~ additionnl col- L 

latl':"l.ll. the ~):-occdurcs licted unue-= either !i(l:» or S(c) crust b~ 
[0 llo'.Jed. 

.Dr2l1 (J check on the b~nk account: to reduce the ~QlllnCe end thus 
!>e!'L1it :;ontinucq dc~)o$itinG. Such ched;; chould be po1yeble to the 
State TrcQ!;urcr Q~cl ceiled to the Stete Coc~troll(!r for deposit 1n 
the \'n:uzury. 

l)cpO!lii: ;)n ~ncoji)i.na r.hed: Ot" chc:c:~c Jit"l.!ctly into the State Trea
!:ury I.>y cnoorcinc ::hC!r.l 1;::><3Y to the order of the 'I'rcacu;:er 0; i~r1-
land" follo\Jcd !Jy the sienaturc of the Cled: or ReGister. cnel for
\lnrd C1lch check Ol' chec~:$ to thc .state COUlDtrollcr for Jeo()fii" ;n .. . ..... 
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Exhibit F-2 

The .:1IIlOUOC& depoci't ed in accordance ~/i ch 5 ('U) or 5 (c)" ~bovc \lill be held in ees:~ 
in a 'peeial ,Jccount: £lnd \1ill be:-e:urnc:i, to :hC Clc.r:; O~ f.cr;i:::c;:- in uhol.c °C J"l 
part: if the fund::: are lacer needed by sucn of rica. If the funds c:rc nO,1: nccde1l / 
t.hey O1ay r~in in the ~rc<lcury until the cnc.l of che fi':c01l yea;-, ill: \ihich tior: 
the funds c~n be accounted ~or on t~c Clcrklc 0: ~ecistcrls annual report, wit~ a 
request thOlt the eonc:! be trao:;fcrrcd froe the ccerou ~ecounc to the gencral funds 

or. the CtLite. 

7. ';heLle ~roccdurcc \li11 require ~ hiCh degree of. vigilance on the p~rt of the Cle:k: 
and Rccistcrs. J:'hey t;lU~:' ClCC that: reco::c1s involvinG all b.mk account:; ere l;c('t: up 
to dace and 2re proc?tly reconciled. ':hey \.il1 find it: dc:;irablc co anticipate 
incrc<lscs in their col!ec:ionlj either GC£lzonelly or othenoJize, co that ~dcqu<lte 
arrangcocnts can be Clode \l1hen rcqui=ct!\Jith the ban~.s) the f.t~te :'rC;l!lu;:cr or the ' 
~tClte Cocp;::;:ollcr.· It chould be rC::lcr.1bcred that the !,u=ro.!:c of thc:::c i':,occdurc:~ 
i:. solely to ?roccet ~hc Clcr:~.:) the ~eGi=tc:i:'c ,md :hc Sc..,C:C f:;:orn ;Jossiblc 10::;05. 
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Exhibit G-l ;i 
LOUIS L. GOI.OSTEIH q STATE OF MARYLAND 

COMPTROLLER OF THE TREASURY 
STATE TREASURY BUILOING 

CO""T .. OLLEft 1I 
J. BASIL WISHER 'f 

CHIEF CEPUTY cow"T~OI.1.1i 
P. O. BOX 40a 

ROBERT L. SWA HN ; i 
'I 

ASliT. AT ATE COW"T"OLI.I: i j PHON£ 267-5805 

ANNAPOLIS. MARYLAND 21404 

January 17, 1975 

TO: ALL CLERKS OF COURT 

FROM: J. BASIL WISNER, ,CHIEF DEPUTY COMPTROLLER 

At the Annual Convention of the Co~rt Clerks 
Association in 0 C' 1 ccan ~ty, t1ere was Some discyssion regarding 
the procedures Co be 1 d 1 . e.mp. oye re aCive to reporting of interest 
earQ~d on land ac t f d qU1Sl ~on un S in the custody of the Cl . k 
.A~ a result of th~s discussion, the Legis1ativ'e 'A~ditor a~~i~ed 
t at he would asslst in the development of procedures re ardin 
the record keeping and reporting of interest earnings. g ~ 

The procedures have been develo"ped and revl·ewed 
with Some of th Cl k f e er s 0 Courts offices and are now being for-
warded to you for your guidance and direction. 

i A copy of the two procedures is attached and it 
• recomnended that you be guided accordl'ngly If h c. . you ave any 

ques 10ns regarding either of the procedures please feel free 
to contact me or the Legislative Auditor. J 

JBW/eh 
A t tach. 
cc: Mr. VillGY K~ustcl 

'\ .<1 i ' .. ,/- , 
\ .. / ;''' " )" 
"':-'1 . ~--:-:-. <. ~I " ,.' ~.) 1 

<, Chief Depu'ty Comptroller 
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Exhibit G-2 

PROCEDURES REGARDING THE RECORD KEEPING AND REPORTlNG OF INTE.1U:ST EARNINGS 
ON LAND ACQUISITION F1JNDS IN THE CUSTODY OF CLERKS OF COURTS. 

PROCEDURE "A" - When all land acquisition funds are deposited into one 
savings account. 

1. The Clerk 'Will maintain a Cootrol Account, and a detail account f.or 

each case." (It is suggested t.hat the Control Account include an 

"unallocated interest" section. That section should be increased by 

the interest credited by the bank, and dr:creased by t.he interest ...nth-

drawn. The int:erest withdr31.111 should also be postr:d on t:he d~tail 

account as an increase to of[s~t, tageth~r with the original deposit(s), 

t.he total amount of the check, which consists of principal plus interest). 

2. The Clerk should make an effort to obtain litigants' identification numbers. 

3. 

4. 

5. 

, 
It is suggested that r:he Clerk also maintain a checking account. which· would 

function strictly as a clearing accoul1t for withdrawal of furids from the 

savings account. It is incrcascd by the funds 'Withd~awn (transferred) fromO 

eha ~avings accourtt. and decreased by the checks issued to the litigants. 

As a deposit is to be withdra .... n • .the Clerk should contact the bank for the 

amount of inter~st earnin[;s thereon. The interest earnings should then be 

included i.n the total aJllOllot of wichJr;..L ..... al, for the current 

, t::=" ----------------,.--~-
and if $10 or 1ll0ret4 a forlll 1099 !ihuilld be prepared (covering the interest 

earnings for th~ current c<Jlen<i.1r year, only.) 

IRS Il:l.~ i:luv.iscs that in thl! c.:a:;c of l!lullLple eX'owners of property. \.Ihere the 

ratio of OW11t!TShip is [lot knolVl1. all the interest earnings Gan be reported as 

having been earned by th~ first PiJyee on the check. That payee then can sub-

sr.:qucntly reallocnt~ stJch illl(:rest c.1rni nes 311l0ng the oll1l!r payees by use of 

(and filine) FarIa 1087 .• 

o 

A-lOl 

~ 
~~ 

~;f 

C) 

B. 

-Exhibit G-3 

PROCEDURE IIA ", 
PAGE 2 (,' 

6. IRS further advises that in instances 'Where 

7. 

the attempts to obtain identifi-

cation numbers have b~en . 
unsuccessful,. the filing- of Forms 1099 marked "identi-

fication numbe~» or social . 
secur~ty number, unknown" is. acceptable. Of course. ' 

names, addresses, plus any other available pe.rt 4 nent 
~ informatibn should be 

suppl.i ed. 
~h" 

IRS1advises that interest e~rnings of ·$10 or mo·re· p-\~,r litigant, ~hether or 

not depOsits have been withdra'W1l during 
the year. hav~ to be report~d annually. 

For t_his purpose Forms ] 099 " l1iscellaneous", Block 5 (OTHER)" have to be used. All Forms 1099 have to b 
e mailed to the eX-Owners of property by January 31 . ... .::Ind copies of tllC::1lI to IRS b 

y February 28, covering tl . 
le precedina calelldar year. 

Copies- of Forms 1099 mailed to IRS have 'LO be c • d 
~ummarlze on Form 1096. To 

ascertain (the_ litigants .. anu) 

On the fund~ on depOsit as of 

b"nk. 

the amounts of interest earnings to be reported . J . . 

December //1, the. Clerk ~ill l1ave to contact the 

• if 
Maryland Inco~e Tax D

.lvisid_~ .:Jdvises that no separat"" 
- ~ reporting of interest 

earnings to the State is rc;lqlJir~cj if int(;'rest 
earnings have been reported 

to IRS on FOL-llJS 1099. (NOTE PI . -Jotostatic copies of ForlDS 1099. are not 
required). 

--"- -,-.---=--,-;,.,,--".,."' ... ~::.~~" .... :.~~""""'.--:.~-~-- A-I02 

~ r 
I 

'I 



" ~~~~~ •• ""-'<"",,-.\i.·~'_"_4,,,-~_~""",,_ ..... ,_~,"._. ____ ~~1!::;f·~~~~~---

..... _ .. '" --_ .... _. __ ...... .-~~ --_. ~-

PROCEDURE "E" - When L:lnd acquisition funds are deposited into a separac.e .. 
saVl.ng::. ilCCOU:1t: Lor each caSE:. 

1. The Clerk ~ill maintain a Control Account. The Control Account should be;,.. 
. (J) 

ipcreased by deposits and interest credited, and decreased by withdrawals 

of principal and interest. 

2. The Clerk should make an effort to obtain and supply !:he~bank with litigants' 

identification numbers. 

3. The bank in' turn will be respons ible for pre:pari ing Forms 1099, when the 

interest earnings are $10 or more, and sl!nding sC.:ltE:1Derlcs to the liti,sants 

and IRS. 

4. Regarding funds held on deposit \,Iher-e lbe litigant.s do not have the right to 

5. 

6. 

withdraw the funds, o~ where ther,e are IDultiple e?,-owners of property \,Iho 

C3!"}not reach .:l!l .agrC!eUl~nt as to the disposition of the .funds, the IRS advises 

as follows: "The Cl erk \,/ould provide the bank. wi th the cour,t' s idenCi •• ncation 

llulllb.er. 'l'I<~ bank, llUt1\.!C' S!:ctiULl 601.9 of Lhe InL!.!L-n.:J.l Revenue Code, is e.xelllpl:e~ 

from preparing ForlllS 1099 on il'lten:st paid aod credited to the court's acC,~nt:~ 
However, a t. the t illle t'lle UWtlcrs ,He JI~ tl!nllill!:U lWU Lllc lUU11l!Y is !Dade available 

to t.he liciGant.s, the Clerk should prcp~re a FOCIO 1099 for each liLi[;ant show-

ing the proportionate .:J.lOount. of interE:st earned up to that point. This will 

involve obtaining iuentification numbers for these litisants." 

IRS also auvises that in the case of multiple ex-owners of property, where the 

rat.io of ownership is r;c;>t known, all the illterest earnings can be reported as 

having cccn earned lIy' the fiC's t payee on the ch(~ck. 'lila t payee then CRn sub-

, \ 
scquently reallocate s,uc:h intcr~st c;ll"llinr,s <l.Inong the other pay~es by use of 

(and filing) Forlll 1087. 

IRS furl:her ;ld.vises that in ill$J:nnc(~s \·;jl(:re the aLt:~llIpts to obtain iucntiii-

c;ltion nu.nbcHS h,)ve bet:'n Illl,SUCC":l!ssflll, t:he filing of Fonns 1099 InC1rkt:d "identi-
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Exhibit H-l 
~-i AT:: OF tI,ARYL.!.,t,:O LOU1~ L.. GOLCZTZ;.":" 

. ~ ":." 
_, "I ••• '." 0< STATE T,<EASURY BUILDING 

-' " P. O. UOX 4(;6 

ANN/''':OLIS. MARYLANQ Zl~O .. 
MICHAi::L J.·?OTiM~S1' 

J\.,;r.C: 29, 1066 

I~ c:G~~ co ins~~~ \.,;~i~~~~~~y i~ ~O)C~t:~Z a~~ ~s~2blish bette: m=~~~a:!~~' 
co;-.;:,=o: c.vcj.· ::-.1.: c.~!~ :: .. ;:ivi.ci;:!!:. :':; l:~ • .:;~ off: .. c.::, ::11 ScatC: C,,;:.?c!'olle:r :;o::::-n!; :::;;;!.;;,.~ir.S 
te' O~jc:-c:::n~ r-::Jc";:*:'.:. :~'~\'''' ":"~4::-. r(;7.~~::.'.:,l::-\..:c.J ~P-(:.;:c(:d 0:: ::(.!vi~cc.!) ~nd t\·.'C ~C:\.J '::(;:;o::~s 

~c.dC!ci. 

£01101-.'5 : 

1. 
2. 
'l 
.,./. 

1.,. 

5. 

.:.r,.-;.uz,l R~::-u:..·t 

~o:1t,r.ly C~~:'l .... c:...: vic~/ .. \~~~)(;:t: (:-:~\ .. t r\;l)o::-t) 
:.~.J~;: : .. 1 y ::~~ ;j0:': (J': S:.::l t:e: ~:.c~:: ~(! ~J 

~cn:~~y ~~~,,== of ~Qc~l ~~c .. ~s~~ 

S;,:,:,;:·.~;; 

o. rrequi~icic~ :~= a .. ~o=6~~~o~ ~~~~?~ 
7. Cl\!::·~~ t ~ !~ .. :::~::;d: f:;,;.· !·~~{~c!."''::~c.~ un ~,~: ..... :?~ r~c:c~~v\:.:c 

o. i<'.:!co::':'e:;::c·:, S:''::'''~ C,,::_·;::'::ic:..:::.(; 
9. ~u~=terly R~?o~~ G~ D~2ici~~c~~s ~n F~~s ~~~ 

E:;.o~ ·.:.:.:e:".: £ 

10. ;:.;:,~~;;ty i:~.:.o::'C 0;; C~:;:·. ''':':.!l:..r:c.:'\..:!:' (n~~'J 4"cpor.:) 
11. ~cpc=; o~ 7~~~d ~~sats 

12. r~x~~ ~~SQ~S I~ve~~c~y 1~co~~ 
13. E::-.7'l;"y::'e~ l.f~iC:.:v:t of ;·.nm:d Si.l t. .. :y Re:cc;ivCQ 

GAD C-l 
Gll) C-2' 
GAD C-3. 
G/0 C-L.; 
C:'j) C-5 

G.'·~ 
-, .,... 
",-.oJ 

C1":'- C-12 
Ci.:J C1·~-1 

Cf';) CH-2. 
G;:i) CH-::' 
G.'\j) C~'J-'!" 
Cl.D Cll-Lj 

GiLD X-4 

GLO-~2C 
N'::)',:i: 

G.;O t;·2 
GJ...O ~i2 ~ 

Gf~O 45<:: 

Gi.O 45a 
GAO t,~c 

CAC4:::' 
/ ~/ , '~"-.-"=, i( " ........... 

l·~or.c; 

GAO ~5 
Cl.e ~ 7 
(7o:.-: .... ar~~1 pOl 
P<:;~.:: 2 of 
GJ...O L;·2c) 
G.~.O 20 

Er:cl\:)sc:d ~-c~ 'revi~C!d fo~;,-:'.s [0': r..=1:.ir.3 r:.on.~h~y .. rc~ort.s 0:1 t!--;e c~.:::c.;:tic~1S 
of you'!"' office co the. C.:l:n;Jtrol!.e:r of: thi:! 'i'rcC::$l,::'·~'. By 5i;pc:rai.:C:: llO.i:tc:;, cia.:,;;': ';""lne l4. 
1~66, YO·.;l Wl;1:'e rc::w::.;::dcc. for.:ls tor ,;· .. ~~~:ii,';' you-::- <"i::-:u~l l:i:por-.::" 

CAD Fv=ms C-3, C-L.:, C-5, C-0 .::nd C·:iO crii: r~visions of ·:.10r::::."j ::e;:.orts 
which you h~ve ~~i:!n filin~ \,Iitll this office i~ prior ye~rs. The revis o~s ~~de 
:':1 thes~ r.:!p(.rt!> c:..re)\·:c bcliCc:ve, sulf-c:;.:plEJnc:.tol·Y ~Old concists p:Cii:,;;::::'ly o~ <l 

r~~rr~~~~=~n= c! t~~ i~!or~c:.tion r~~uitcd~ 

@
~. ~'.D ~-.- C? ~~: ,.~. ? ~" ... "r,'1 1: 0 .•.. -.~ '''':, 1..1... :....;_::1 .- ..... ~;.(! \..oil -_ ".-\,.; ~~' ..... ~_--"':"':':':' 

'f, v '. "" _ -' i b .' <";,, b ., n .; ... , .' - (I T, 1 \1 1 "j , ~ ~ ~/ on "c.. ".o •. _n.,/ """w_ ... , ~.;.:a ••• J ... -'.w .,Ju".J ) ... ",vu. 
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TQ: All Clerks o[ Courts 
?."lfjC: 2 

, June 29, 1 (j';'o 

Exhibit H-2 

- • ' •• ' - '!1 the va::icus Form C~·J-~ i~ ~ :::a:;.~'!-:ly· l"t.:~jQ:':~ 0: casn on ~'::?O~"'I... 1.. .... I • .. 

-'1'11--"-'- ;". Y ... ·· ',':';5 "'c:,.:.o·-t: shc,u:d :;ho'.·, t:he na:.:c 0": t: ... c :;.'-~-.,~ accounc.s .. ,~ ... .;._ .. ..;_ .... } ... _. . .. _ _. _ . _ '-
.. 1 ; .. :.." -ro···· -r- ':0'-.· .' 1 -l,;-;j" LI;·e,;e;r Yot.!= jtHis'::L::ion at: d .. ~ cr:c. 0: e<:'':.l ClC.C c ... "- " ... _ .... _ .. - ..... '"-- _.. . _. .. l"{ \., 

... ··"5· '., ..... ;:1 -,:-i.:··c"', ::0 yo~:: pcr:~ral '.:ccounc tund, snOL:_.::l ::'nc u,-c t.:.ose r.lO;1::n. ~"\,;"':"''''''''''')-'''''' •. ,.. _ . Cd 'c 
. 1 • '_~"-' •. .J,"\ ,,_,_,ro.", _-::; C:'::CI.!::'c. Ccure Fl.!nds, Il.::r Libr<l:::Y I'unos, .0:1 ':::::':1;:';::' :1 S?OC1:'. !ccou:,-;, ..... __ ... 

Should .. ny q:':CSCiCJil C!ri~~ conce:rning the proccQu;:-c ~nd subr:;:'ccing che 
rcv.is.::~. torms <:.no ctLe: new [Ol'TnS, ~l.~:.~..: do noc hesi:<:cc co cO:7.!TIunicecc \Ji::h chis Q::ic.~. 

Ef",c lO$ur~s. A-IDS 

1 

Lo.u is 

ny·· 
Chief Dcpc:y Co:::.,crQ!lcr 

o 

--.,.-.. ------,.--~,.......,"'--- • ,-- -~. '-- • ____ a& __ • _~'." 
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Exhibit I-I 
R.EVISED AUGUST 10, 1973 

.R.EGL1..ATIONS GOV ERN IN G REIHBURS EMENT OF EXPENS ES INCURl{ED 
IN CONNECTION WIm ATIDlDAliCE AT HEETINGS OF THE COURT 
CI.ERKS I ASSOCIATION AND THE REGISTERS I ASSOCIATION, AND 

DULY APPOINTED CmJ1olITI'EES OF EACH 

.A.OTHORIZED PERSONNEL. 

A. Those authorized to receive reimbursement for expenses incurred 
at meetings of the Maryland Court Clerks' Assoc'is tion and the Maryland' 
Register of Wills' Association are: 

1. The Court Clerk and his or her Chief Deputy, and the 
Regis ter of \lills and his or her Chief Deputy J as the 
ca.'le may be. 

2. If the Clerk or Register, or his or her Chief Deputy, 
cannot attend. another employee may be authorized by 
the Clerk or Register to attend instead, and the ex
penses of such employee may be reimbursed. 

3. Except as provided in Item 2 above, no reimbursement 
of expenses ma,y be made to any other employee unless 
the Clerk or Register has obtained, in advance, written 

" approval of the State Comptroller. Such approval shall 
be granted only to the large offices. 

B. Only the expenses incurred by duly appointed committee members in 
attending committee meetings of either organization are reimbursable • 

. • C •• No reimbursement ~4y be obtained for expenses incurred by wives or 
other members of the family or any unauthorized persc)ns.attending any meet-., ing. 

REumYRSABLE EXPENS~: 

below: 

A. 

The following expenses are reimbursable as set out in the items , 

Transportation 

1. 

2. 

3. 

Tr~\Osportation shall be by the most dirc.ct route, via 
train, bus or automobile. 

tihen travel is by train reimbursement shall be cade only 
at day coach rates. 

tihcn travel ~~P/I/b.,Y automobile reimbursement: shall be at 
the rate of ~ 'Cents ($ .lQ). per mile. t{hanover possible 
two or more persons should travel in the £lnme car to -keep 
down expenSf"';. 

A-lOn 
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REIMBURSABLE EXPENSES. (CONTINUED ) 

B. ~: 

l. Rebursament for meals shall be limited to the actual 
coat of meals consumed by authorized personnel _during 
the meeting and during such re~sonable period of time 
required to cravel co snd ,from the meeting. Reasonable 
tip shall be included in the cost of Che meal. No rei~
bursement may be had for the coat of alcoholic beverages. 

2. No reimbursement ahall be made for the cost of meals of 
members of the families yho may acco~pany any of the 
authorized personnel set out sbove. 

3. Reimbursement: for meals shall be at such price levels 
as the authorized person mizht reasonably be expected 
to incur ifchere were no reimbursement. 

4. h'here t'Wo o'c more authorized persons from the same office 
are attending a meeting, it is permiasable for one person 
to' p-?y all of the costs and obtain reimbursement thereof 
provided lle or she, submits for each person an itemlzQ;;,t 
account 1)£ the expenses for which he or she is seeking 
reimb~rsement. This procedure cannot be used Co pay the 
coats for persons attending from the offices of other 
Clerks or Registers. 

C.. Hotel or Motel_Accommodations: 

1. A hotel or motel bill shall be presented in support of 
reimbur~em~nt for the cost of such accomodations. 

2. Where a person authorized to attend meetings is accom
panied by his or her spouse, or family, reimbursement 
shall be at the single room rute for the room actually 
occupied by the authorized person.' 

3. 

4. 

5. 

No reimbursement may be made to an authorized person for 
any room other chan the one which he or she occupies. 

No reimbursement sha 11 be tItlde to anyone for personal 
services, such as laundry, dry cleaning, etc. 

Re'lsonable tips for bellhop services when checking in and 
out of ahacel are reimbursable. 

(~)) 

( ) ) 

6. Reimbursement for telephone or te'l.egraph expenses shall be ('fl 
restricted to tho~e c.alls incun-ed in conneceion with ,~"..'~~ 
official business of the office or the person incurring 
such expense. ' 

11-=iJ-Q7 .... _-_._----

0--

II. 
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-3-

~URSABLE EXPENSES: (CONTINUED) 

C. ~1 or Hotel Accommodations: 

7. No reimbursement may be had ror expcndi tures ,for entertain
ment, alcoholiC beverages, refreshments, etc. 

8. Any expenditure for a hospitality suite and/or refreshments 
shall be the obligation of the respective associations, or 
their members individually, and shall not be reimbursed by 
the Clerks'or Registers' offices. 

9. No reimbursement may be made in ao amount greater than ~he 
single room rate at the hotel or motel in which the con
vention or meeting is held. 

10. No reimbursement lllily be lllilde for lousing for Saturday night 
following the annual convention. No exception may be made 
to this regulation without written approval of the Comptroller. 

D., Expense Accoun£: 

Rf!imbursement for the expenses authorized above may be had 
only upon presentation of an expe.n~e account itemized on 
a daily basiS. Each person entitled to reimbursement must 
submit his or her expense account. E:xpense accounts must 
be submitted on a form such as the ~ttached sample or a 
fortI; similar theret:o " Such accounts must be retained for 
review by the State Auuitor. 
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Exhibit I-4 

STAT;:: OF MAR'fL.';'NC 

COMPTROLLER OF TH=: 7rtEASU~Y 
STATE TR:::,ASURY aUILDING 

l.OUIS l.. C;Ol.OSTf;.l. .. 
C:O'-4;:>TROI.I.S:F{ )"\ 

ae:RNARO F. NOS~ I 
CHIr;:F O~PUT'" 

ROS'::RT l.. S\'IANN 

p, 0, COX 46<1 ?HONIi: l57·S605 
A5SJSTA.· .. r TO COMPTR()l..I..ER 

J. ~ASIl. WISNC:A 

ANNA?OL.1S. MARYL.ANC Z1404 
"':SSI ST ... N T TO C;H'S:P' Oi:PUTV 

TO: 

FROH: 

SUBJECT: 

September 9, l~74 

All Clerks of Courts and Registers of Wills 

Bernard F. Nussel, Chief Deputy Compt~oller 

Revision of Regulatiuns Governing Reimbursement of 
Expenses lnc:urred in Connection With Attendance at 
Meetings of theCou~t Clerks' Association and the 
Registers' Association !lnd !July /.ppoinced Com:::liJ:e~t:s 

of each. (Revised August la, 197]) 

EHecclva July 1, 1974 the State of Naryland 
raised the re.i.r.1blll.'"S~el1c fL;lt" use of a personal aUCIJmobile on 
official busin~~s from the previous existing rate of cen cenes 
($.10) per mile co tweLve cenCs ($.12) per mile. 

Acc:or:-dingly, ICt::!!l II, RETI-lBURSA.!3LE E:CPENSES , 
A. Transportat~, lL~!!l3, is revised to show twe~ve c~nts C?12) 
per: mlle ins t<!ad o.E cen cents ($ .10) per mile. 

This is effectLv~ for any official use of a 
personal car occurrin3 on or aEce~ July 1, 1974. 

(~) 

() 
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ANNAPOLIS. MARYLAND 21404 
Exhibit J 

June. 21, 1966 

?>;Ei':ORA ND U:1 

TO: :':"'I4 CLSi\.KS OF COUi\.T 
Ai\D 

REGISJ:'ERS OF \HLLS 

J:'h'::J.."03 hav~ :been a nur..!..>er of question:; concerning the 
mcchods of ':i!cQr~i;'\il;~ r.h03 w~l!kly, bi-w-.:eldy, s~r.li-l;Jo;'\thly (lad monthly pc:.ys 
of ~~plQy~c5 of che Qi£ic.::~ df thl! Clt.:rk~ of Coure and Registers of Wills. 

Eff~ctivc July 1, 1966, ~lC followin~ procedures should 
be "c!o?tcd to calcul.::.t.c cbl:! .:.r;lounC5 co bc paid for che various types of pay 
periods. 

1. If you pay 5alari~s on a weekly ba~is, the wc~kly salary 
should b~ calculated by dividin~ che ~rnounC of the annual salary by 
365. ~nd l":lul::iplyinC -C:I(! qL:CJi:i..:nc by 7. '.i'hus, 7/365r.os of the annual 
salary will ~e p~id each wc~k. 

All adjusr.r.:cnts for "l\.:~vr~\ ... ichoue pay" 5:1.:l11 be calculated 0,1'1 

a working day basis, ta~cd upon your wo~k week rather chan on a calendar 
day basis. 

2. If you pay sala~ics on a bi-w~~kly (every two weeks)basi~j 
~ha bi-wce~ly salary should b~ calculated by dividing the amount of 
th~ annual s~laJ.."y by 365 .:lnd mulciplying,che quoei~nt by 14. Thus, 
l4/365chs of t.hl? annu::'l :;~ldry will be paid every cwo w.:el,s. ~' 

:~ll adjustments [or I'l eave , without, p.:;;y" shull be calculated on 
a working day ba5i~, based upon your work week rather than on & calendar 
day basi~. 

3. If you pay 5~luric~ on u semi-monthly (cwice a month) bQsis, 
the semi-~onthly sal.:lry should be calculated by dividing the amount of 
the annual salary by 24 . 

• \11 adjustments for"1eavc: vlichouc pay" shall. be calc\llated' 
, on a calendar day basis. 

4. If you pay salaries on a monthly baSiS, the salary should be 
calculac.:!d by dividinG the UOIount or the a.nnual salary by 12. , 

l~ll adju!;tm~nts for "leave wichouc' pay" shall be calc:ulat:ed 
on a cal~ndar day basis. 

If you .:lre noc~lready 
above, or th~ presenc Star.e proc~dure for 
adopt ehe .:lbovc ~cchod with the first pay 

\\ . 

~' 

A-lID 

following the procedur~ 0~c1ined 
chose 011 a bi-~oJ\!e!~ly bClSis, please 
falling clue~or u.fcer July 1, 1960: 

/D,-~ 
" LOJ (-r-~/Z.~.t.-~ 

Chief D~put:y COliifll:rollar 



STJ\'l'E OF ~u\I(YLA\jD 

PUKC!lASING 1'IWCElJURES 

FOR 

CLERK.S OF THE COURTS AND REGISTERS OF HILLS 

Exhibit K-l 

.J\ 
/ 

Procedure for RcquisitioninR rurnicure und Equipment:. 

1. Must. be requisit:ioned. Prepu~e Requisition Form 100-16, in guadruolicate. 
Fon .. ~rd all four copi<.!s to tllC! Compcrullcr of the T,:easury, P.O.Box 466, 
Annapolis, Haryland 21404, at:tent:ion of th~ Chief Deputy Comptroller. 

In Column headed w'!u':lI1tit y" indicate. t:he number of items you desire to purchase. 

In Column headed "Item, Dt:~l.!ripcion, Sizes, Numbers, Lengths, Package desi~7ed, 
etc. II be sure r,o give complete description of each item, incll.lding model numbers, 
sizes, color and other p~rtinQ"t information. 

If YOl.l desire l:o match cxi!)cin~ ~quipl\lent so state in the same column. 

If you W.:lnt tlJ huve a locul vendaI:' included in che bidding you may so indi~ate 
on the requisition. 

1hould you have difficulty in describing the items you \vish to purchu'se conC~)t "\ 
the Purchasing Burc41u foc further io:;trucr:ions. The telephone number is (Balti
more) 486-0206. 

Do not enr:er on the requi~ition uny pril';cs which may have been quoted to you by 
a vendor. The Purchasing Hureau will obtain prices in accordance with Stnte 
procedures. The Clerk or lI.egist:f:!l" should sign the requisition in t:_he space headec 
"Approved" in the lower right corner. 

2. After pr Lees have been obcn in~cl by tlw Purchils ing Bureau an Award w.ill be m~de' 
by eha Bureuu to the 10\~ bidJcc You will receive a copy of the AHard and a copy 
of the. requisition fo(, you!." til(;!s. Thes£:: should be available to the Stuta Audito' 
at th~ time of his next examin::"t ion of your accounts and records. 

The C':Hnptrollcr's approvill of the cxpendit:ure of funds \vi11 be shown on your copy 
of the AWilrd. 

3. E~ch Cl~rk of Court and Register of Wills will provide a rubber stamp bearing the 
foLlowing legend: 

ITI::HS BILLED ON TIIIS INVOICE HAVE BEl~N RECEIVED IN THE QU,\NTITY 
SPECIFIED J\ND. IN GOOD CQJ'lDITION. 

4. Wh~n item has been dulivercd in satisfactory condltion~ and invoice received, 

/: 

place stump impression oLlche invoice I sign it aoc.l send to t:h~ Departmenc of 
Coneral SerVices, put'cha~ing Buroau, 610 Reist:.orstQ~ln Road, Balt:imQre~ MarOlQ 
21208. The !;1ure<lu \~i 11 check qU':lntity nod pric.tl againl'3t ita original Awara'l"i 
af fix 11 S~~llI~ of <lpprovu 1. ilnrJ return the invoice to you for payment. 

A'-lll 

, 
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Procedllr~ for ReqlllsitioninfT Fllr.n.i.tllrt' and EOllipment, Continued. 

S. If the item is not received in s~tisfactory condition do ~ st~mp the invoice 
and do not lJuy it. InstC!.:ld, c;oot;lct the Purch<.!sing Bureau and advise as to the 
unsatisfactory condition. 

6. Items of equipment, furniture, und fixtures costing under $50.00 need not be 
requiSitioned throush the: Purchu~ing Bureau. 

Procedure for Purchus ins TYP,~I . .J"1 tcJ;'S . 

Typewriters may be purch<!sed dir~ct from vendors provided the price paid shall 
not exceed the Ii!>t price shown in schedule furnished by the Department of" General 
Services, Purcha~ing Bureau. Prior npprov<ll of the Comptroller by letter is 
required 011 all purchases of typewriters. If Ile\'l typewriter ~s a replacement, 
advise serial, mukl!. nUUlb~r, <leI!, aml trude-in "llowance on old machine. Increase 
to $100, See Exhibit K-3, Comptroller's letter dat~d 4-12-73.) 

rocedure for Installation of Roller Shelving, Indexing Systems, The Repair of 
Old Record Dooks, etc. 

Requests for the expenditure of funds "for the~e purposes shull be 
the past by letter fronl the Clerk or Register to the Comptroller. 
will refer all such requests to the Hall of Records for study and 

handled as in 
The Comptroller 

adVice. 

Stationery, Office Supplie~! Dockets, Bookbinding, Book Repairs ~nd Printing. 

These items mny be purchased direct by the respective Clerks and Registers since 
it has been determined to be impr~ccical to purchase them through the State Pur
chaSing Bureau. 

Planning or Layout in Connection With Pu~chase of New Equipment or Utilization 
of Space. 

These mutters should be discussed ~ith Mr. Elmer P. ,ut~J of tile Department of 
Genera 1 :ervices. Purchasing BurcelU. 

No vendoL' should be requestecl to furnish such services iJithout Mr. Butz's upprov.:ll, 
since thece is no assurance tklt under the compet.itive bidding procedure the vendor 
will receive the contract to supply the equipment. 

Revised July 1, 1971 

A'-112 
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STATE: OF MARYL.AND 

COMPTROLLER OF THE TREASURY 
STATe: TREASURY BUILDING 

10. O. UOX ,.Cla ?HONi 267'S80!:i 

ANNAPOLIS. MARYLAND 21404 

April 12, 1973 

TO: All Clerks of the Courts 
unrl 

R~gisters of Wills 

SUBJECT: Small Purchase Ex.emption 

Exhibit K-3 ' 

L.OUIS I.. CiOL.l:lST:'1H 
C;O ..... TI<IOI..I. .. ,. 

aERHARC F 'r~E;1. 
C:11'i:JO 0'1: ~I/ ""\ 

Roae:RT I.. SWA I 
"'~':;I.T"'HT TO C;I:I ..... Th __ 

J. ~ ASII. WISH!: R 
... SSi.T .... HT TO ';111":1' uCJoo 

The Depat"tment of General Services has issued the following 
stal:em~nt which now allows you to make purchases of not lllore 
than $100.00 wit~wut r:he need, fur an out-of-sch~dule requisition. 
You may ue guided by thi~ Direc'!:ive. 

,-

f 

," 

J " Effecl;i.ve March 15, 1973 the exemption limit for s1J1a.ll pur
chiJ.Se~ bu.s bet!1\ int;t'o=at:;E:d from $50.00 co $100.00 with the 
following condition~: 

() ~i 
1. 

2. 

That all such purchases shall follow' the generally accep~ed 
practices of purchasing satisfactory merchandise at fa.ir 
pr.ices withol,,1c favoritism to any vendor. 

The dividing of t:he ;equirement into severa,l sma~l pU1;'cha.ses 
to avoid the $100.00 limi: is contrary to the sp~ric and in
Len: of this policy und 15 expressly prohibited. Audits of 
agency's exempt: purchase invoices w~ll be made periodically 
and if there is evidence of abuse,t:he Department of General 
Service3 reserves the right to withdraw th~ delegation of 
the exempt authority to the agency involvea. 

The Departmenl: of Ceneral Services is in~l:ia.ting· this' policy re-
vision as a conveni~nce to State Offices' since administrative . 
cos es are considered dispropor:tionace 1:0 the amount of purchas~. 
It should be emphasized that chis meehod of commercial market 
purchasing is expen~ive and should be used only when absolutely 
necessary. Every eUort should be made by th~ u~ing a1.lthorit1ea 
Co include under r~~~lArly Ichadul&d requisitiQn~ all of ehotr 
anticipatad needs fo~ w~t:Qri~ls, el,,1pp11&1 an~ equipment 80 that: 
they may be procured chrough cOlllpeHtive ciddin; by the Purahu
ing Bure.a.u thus a~:JuJ:'ing minimum pr:l.cea for the requia1t:1Qn.4 
!lla.tarial. 1I 

BFN/eh 

Very truly yours. 

.",,"') =] ;. (~ 
• ' #:., - • ''I..c-::-...:,...:....:-..._. 

-~ . .., -- =.... . -~ , t..."...F ,.. --

i.. Bernard F. Nossel 
Chief Deputy. Comptroller 
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OF'I"ICc.s Of" 

t";'''''CI5 D. OVHC~ 
~'to., .. " G'",.,,\ 

THE ATTORNEY GENERAL 

Mr. CharleD C. Glos 

ONt: SOUTH CAI..Vl:RT STRCET 

14TH FI..OOR 

B"'L.TI,",ORE, M ... RYI.AN·O 21202 

::l01· ~O:J':J737 

Chief D2puty CIt-rIc of the 
CirCUit Cour~ for Baltimore 

Courthouse 
Towson, Maryland 21204 

Dear Nr. Glos: 

COW1ty 

Exhibit L-l 

HOHMAH POLOVO'l' 

July 13, 19'71 

In your letter you referred to cert~in expenses 
. ",hich the Clerk of Court in your COW1ty has been paying for 
a number of year!J, from his fees. These expenses include such 
items as the printing of gr~nd jury reports, the furnishing 
of postae;e and puper to court auditors, .. the furni,shing of 
forms to court employeeD, and the use of the clerkls copying 
machine to make copies of memoranda, bench meetings, and other 
reports. 

The LeglfJlatlve Auditor has advised your office 
that these.expenzes should be borne by the County. We are 
advised that theComptrollerls office agrees with the legis
lative Auditor's opinion. You requested our opinion in thi3 
regard at the suc;gestion of the Judges of the Circuit Court 
for Baltimore County. 

We concur that these are county expenses and believe 
there are two baDes for this conclusion. Fi~St, While a clerk 

'may be an official serving a state co~rt, it nowhere appears 
that he has the obri~ation, or even the authority, of financing 
the various operations of the court out of his fees. Rather J 

h~ has the obligation·of tending to certain specified respon
sibilities. See, for example, Article NI, Section 10 of the 
Naryland Constitution and A.l'ticle 17, Section 1 of the Maryland 
Code (1966 Replacement Volume). In Mayor & City Council v. 
Pa't t1sol1l 136 Md. 64, the Court of Appeals recognized the right 

A-114 
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-2-

of thl..! court clC'l'IC to claim reimbursement from th~ County) 
or l3.:l1timol'1..! CIty, for L'::Jlcn~~cs to Gome extent similar to 
t he expense::: llel'c t nvol ved) on tl)e theory t11u t the expense s . 
\'/ere ';'ncurrcd :Ln rurtllcrlnt; the importan.t public purposes of 
the politlc~l subJlvl~lon. 

Secondly, the: provisions of Sections 1, 22, 23(b)) 
24, 25) 26, 2S and 29 of Article 17 of the Maryland Code lead 
us to the :J<.irne c:ol!(~lu~~lol1 }:cacl1ed in 34 Opinions of the 
Attorney Gencl'(')l 1:::8, W11Cl'C then Attorney Gcnerall'Iammond 
stated: 

II It 1. 3 f<Ll.r to a Gcume, we think, that the 
numerous provls1.on!J of law to which we have 
referred, ;JT'C l.ndlcntlvc of .G clear Intenl;lon 
thLlt. thc dl:jtJur~l!1I1c.:nt; of public funds by ';he 
Clerks of the Courts ls subject to the approval 
of the· Comptrollcr of the 'rreasury.1I 

As indIcLlted supra, the Comptroller does not approve 
the ~3e of fees rccciv~d DY the Clerk to pay the expenses . 
described in your letter. Ac,cordlne;ly, it must be concluded 
tha t further dis bUI'st!11Ient s· ·for such expense s are not authorized, 

V:[~Y;~1t 
1:':-15 X. Pugh (§l 
Assistant Attorney General 

PXP:hg 
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1 Indictment (Law 115-64563) 

( ... 
.' . ) 

Forms List 

CRIMINAL 

2 criminal Information (SAO -31; 115-031) 

3 Initial Summons Form/Notice to Appear 

4 Pink Bench Warrant 

5 Writ--Notice to Appear 

6 Appearance Form 

7 Election of Trial 

8 Bail Bond Form 722BB 

9 Affidavit of Surety A/S 

10 Declaration of Trust 

11 Notification of Forfeiture 

12 Judgment Form 722 J/F 

13 Witness Form· 

14 Property Received as Evidence Form MR 1217 FZ 

15 Commitment Record 

16 Order of Probation (ART. 27--Sec. 641Af' 

17 Order of Probation (ART. 27--Sec. 292 or '641) 

b (i) , 
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18 

19 

20 

21 

22 

23 

24 

25 

26 

27 

28 

29 

30 

31 

-J 

Criminal Bill Form 

Release Form--Dept. of Correction 

Release Form--Local Jail 

Report of Conviction--Administrative Board of Elections 

Notice of Nolle prosequi/Stet MR 782 A & C 

Application for Review of Sentence 

Memorandum (Re: Review of Sentence) 

Petition for Expungement of Records (Probation, Nolle Prosequi, Stet) 

Order for Expungemt;:ntof Records W/Attached Record of Compliance 

Order of Discharge, Dismissal and Expunging Criminal Record 

Petition for Expungement of Records (Acquittal or Dismissal) 

General Waiver and Release 

Support Payment Agreement (108 MOB 61513) 

Non-Support Information (116-115-61408) 

32 Recommendation of Hearing Examiner (l10-92779) 

33 Receipt C~rd 

.' 

b(ii) C) 
_____ . _____ "_.," ,\J. 
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Criminal Procedure 
ACH (1957) Chapter 700 

DESCRIPTION 

Charging document in 
form of Indictment or 
crIiUinal Information 
filed 

Transfer of Pa~~ 
(District Court 
Charging Documents 
Received) 

.. 

FORM NO. 
STATUTE 

OR 

RULE 

MR 702 (c). 
(d) 

MDR '727 (i) 

MR 720 (g) 
MD.R 727 (k) 

C) 

PROCEDURE 

B-1 

9 

COMMENTS 

NOTE: The State's Attorney determines 
which charges are 1) presented to the 
Grand Jury for possible indictment or 
2) returned on a Criminal Information. 

Upon return of an Indictment or 
Criminal Information the State's 
Attorney notifies the pistrict Court 
Clerk that a charging document has 
been filed with the court. 

~OTE: Criminal charging documents are 
received from the District Court. 
Accompanying these documents are 
supporting papers such as Bail Bonds 
and Statement of Charges which insure 
identification of the accused's loca
tion. There are two catagories of 
charging documents: 

1. Ccmmitments--which indicate the 
accused is committed to jail. 

2.aecognizances--which indicate 
the accused is rele-ased on a 
Corporate Bond, Declaration of 
Trust, Cash Bailor his Own 
Recognizance, or Unsecured 
Bail. 

"-.... ---.~--~--... , --~------------~ 
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Criminal Procedure 
AC~ (1957) Chapter 700 

DESCnlPT/ON 

DO~ Preparation 

'if 

() 

fOflMNV. 

.~-------------------------.--'".--. 

a) 

PAOCEDUAE 

Docket each case either manually or 
enter necessary information into 
computer. In formation entered 
initially on the appropriate docket 
includes: 

1. Date the charging doeument is 
received by the Clerk's Office. 

2. Name (5) of the defendant(s) .. 
3. Name(s) of the attorney(s) of. 

record I ,.i f any. 

All subsequent case activities are 
docketed to provide a Current case 
history at all times. 

B-2 

() 

COMMENTS 

a) Separate dockets may be maintained 
for the follOwing: 

1: ",' Indictments 
2. Criminal Informations 
3. Di;trict Court Appeals !. 

4 •. "Defective Delinquents 
5. Post Convictions 
6. Review of Sentence Petitions 

~.: No dockets are maintained on 
comp~tert2ed systems. Identificati6n 
numbers noting 1) type of charge, and 
2) case number are assigned each case. 
Baltimore City lIses this numbering 
sys~~IlI . 

. ~". - " 

Example 

17500001 
27500001 

37500001 

'1'he prefix number: 

1 
2 

3 

indicates an indictment 
indicates a criminal 

information 
indicates a district 

court appeal 

\.J -.-....... ---------"""""'----~~~.------.,---.-~,.~--. 
,.:\~ 

'. "-- (,"'--~~.-..,....--------' ..... ------------~--
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Criminal Procedure 
ACM (l957) Chapter 700 

DESCHIPT/ON 
\ 

Case Folder 
Preparation 

FORM 

::-;0 -

I 

L ____ _ 
'" 

-[ 

NO. 
STATUTE 

OR 

RULE 

'a) 

" .. 

" l 
b) 

. 

... ~ ... ~~------.---..----~---

() ....., o 

\ 

PROCEOU,RE COMMENTS , 

.. , .' I 

.. 
Enter the following information on the 

, 
case folder: I 

L Case caption showing defendant's 
name. 

2. Case nwnber. 
3. Charge description. 
4. Location of accused. 
5 .• Police Fingerprint Identification 

number for the defendant. 
6. Date case filed with the Clerk's 

" Office. 
7. Date case presented and charging 

document returned. 
8. All subsequent dates of case 

activities together with a record 
of the case activity. 

i 

I 
1 

File papers in case folder. b) The case folder is an important 
recording instrument itself. Like 
the docket, the folder .' case ~s an 
up-to-date recordaf the case l,; 
history. All courtroom psoceed-
ings are entered on the folder 
to facilitate subsequent docketing 
and transcription of the,se case 
activities. 

. 
. B-3 
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Criffiinal Procedure 
ACM (1957) Chapter 700 

------------r.---.---r--------r-------------------~--.----------

I STATUTE ! 
DESCnlPTION 

FORMI __ N_O_·~--~R~~~~~E~ __ 1_--------------P-R-O-C-E-D-u-n-E--------~ 

B-4 

o 

COMMEIIl S 

The case folder may include the 
follm.:ing; 

1. Original charging documents 
received from the District 
COU1-t. 

2. Police offense repo~ts. 
3. Corporate Bond or other bail 

form. 
4. Indictment or Criminal Infor-

mation. 
5. Capias or warrant. 
6. Attorney appearance. 
7! Lists of witnesses to be 

sUllunoned. 
O. Subpoena Duces Tecum. 
9. Written motions, pleadings. 

10. Original orders and opinions of 
judge. 

11. Original probation orders. 
12. Copies of cOJluuitment or release 

from jailor other institution. 
13. Exhibit list. 
14. Copy of Uniform Evidence 

Retention List. 
l!j. Returne'd sLiillnlonses from Sheriff. 
16. General correspondence relatil~ 

to the defendant. 

() 
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Criminal Procedure 
ACM (1957) Chapter 700 

DESCRIPTION FORM 

IndicQllent or Criminal 
InformationFiled 

Initial Processing 
Original Summons 

3 

4 

STATUTE 
NO. on 

RULE 

MR 720 

HR 720 (a) 

MR 720 (b) 

MR 720 (c) 

-'~'~"'~'~~----------~-----T--------------------------~------------------------------------~------~~---------------

PROCEDURE 

Upon the filing oe an Indictment/criminal 
Information by the State's Attorney 

a) Docket the Charging Document. 

b) Prepare case folder for each criminal 
case. 

a) Prepare su~ons. 

b) Attach copy of the Indictment/Info~ma
tion to the summons. 

NOTE: The State's Attorney may request 
issuance of a warrant instead of a summons. 

c) Prepare a warrant. 
I 

d) Attach a copy of the Indictment/Informa
tion for service by Sheriff. 

B-5 

o 
) 

COMMENTS 

a) The Clerk shall issue a summons to 
the defendant commanding him to 
appear in person "unless his counsel 
has entered an appearance in writing 
at or before that time." 

NOTE: The State's Attorney may direct 
summons and charging document to be 
se~ved on defendant by mail or personal 
service. 

I 
________ .1 
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DESCnlPTlON FonM 

Initial Processing 
(cant. ) 

DeEendant in Custody 

Notice to Appear 

~~itial Appearance 

Pro·.rision for or 
\-Iaiver

c 
of Counsel 

STATUTE 
NO. on 

RULE 

HR 720 (h) 

~IR 72) 

PROCEDURE 

l-ltien a defendant remains in custody aEtec 
District Court Processing 

a) Iliunediately issue a Writ to the 
appropriate oEficer having custody ~f 
the de,Eendan t. 

8-6 

,:II 'fhis Writ orders the appropriate 
officer to produce the defendani 
in court. w . 

NOTE: The defendant is Served a copy 
nEIhe writ, copy of the Indictment/ 
Information, and a separate notice to 
appear i~dicating he shall appear 
"unless counsel has filed his appear
ance at or before that time." 'l'he 
notice must include the name and 
address of the District Public 
Defender. 

, . 

I 
I 

! 
a) ff deEendant fails to appear or by I 

counsel,-the Court, may direct the I 

Clerk to issue a warrant or re-issue' 
sUlllmons for personal service. 

b) ~epearance ~ithout Counsel--if 
defendant ar-pears without counsel, 
the Court questions and advises the 
defendant tc determine representa
tion, or waiver of counsel. 

, .. ; 
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Criminal Procedure .'.1 

Acr" (1957) -Chapter 700 

---------------------r--~r_--~--------~----------------------------------._-----------------------------------

DESCRIPTION FOAM 

'Defense Counsel 
Appearance 

Pleas 

.' 

6 

NO. 
STATUTE 

OR 

RULE 

MR 723 (e) 

MR 725 (a) 

MR 731(b.2) 

MR 73l(b.3) 

PROCEDURE 

r1ake appropriate docket entries in com
pliance with Rule. 

B-7 

COMMENTS 

NOTE: Within fiv~ (5) days after 
accepting emplcyment, or after appoint
filent, or within five (5) days after 
filing of the charging document in 
court, whichever occurs later, counsel 
retained or .ppointed to represent a 
defendant must enter his ~earance in 
writing. 

The defendant's initial plea shall be 
made within fifteen (15) days after the 
appearance of counselor the first 
appearance of the defendant before the 
Court, whichever is earlier. 

A~i 
~QJ~: If the defendant doeS not plead 
wiHhin the time provided by this rule, 
th~\Clerk shall enter a plea of Not 

GUi]~y. 

}) 

-
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Criminal Procedure 
ACM' (1!t5 7) Chapter 700 

" 

I I 

-----_--~__y-__r---_._---,.~~-------'----._..:...----------,-------.' 
STATUTE 

OR 
RULE 

Df:scnIPTION FORM 

p leas to Othe [' ffnenses ---

Fon-{arding Court 

Sentencing Court 

o· 

NO. 

HR 732 

MR 732 (c)' 

MR 732(e) 

PROCEDURE 

Upon ['eceipt of defendant's request and the 
approval of the State's Atto['ney of the 
forwarding county. Forward to the Clerk of 
the sentencing court the case file contain
ing the chargIng document and other ori.ginal 
papers togeth'r with a certified copy of 
the docket entries. 

'After final judgment is entered by the 
sentencing court, return a certified copy at 
the docket entries to the clerk of the 
fOrwarding court. 

COMMENTS 

NOTE: Upon acceptance of a plea of 
Guilt.y or Nolo Contendere or after a 
verdict of Guilty, but before sentenc
ing, a defendant may request permission 
to plead guilty or nolo contendere to 
any other pending charges within the 
jurisdiction of the court including 
charges pending in another county. 'I'he 
request shall be !.!!. writi!.:!9. and siS/!ied 
!!Y. th~ defendant. 'rhe filing of the 
request is a waiver of venue dS to 
all offense committed in another county 
and a waiver of indictment by a Grand" 
Jury. 
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Criminal Procedure 
ACt-! (1957) Chapter 700 

PESCfllPTION FonM 

Trc:,hs fer of Case File 
Triar-- ---

Election of Court or 
Jury Trial. --- -

"Ii 

Bail Procedures 

7 

"~----------:-----.----... -.-

NO. 
STATUTE 

OR 

RULE 

tlR 744(c) 

t-!R 735 

() 

PROCEDURE 

Upon the' filing of an' order for removal,':t' 
transmit the case file and a certified copy 
of the docket entries to the clerk of the 
court to which the case is removed. 

Docket and file written election in case 
folder. 

8-9 

COMMENTS 

NOTE: ThE! latter court shall there,.. 
upon proceed as though the case had 
originally been instituted therein. 
After final disposition af the case. 
the clerk of the court to which the 
case was removed shall return. a 
certified copy of the docket ~ritries 
to the clerk of the court in which 
the case was originally instituted 
for entry on docket as final dispos·i
tion of the 6h~rges. 

Election of COll):"f:, or Jury trial shall 
be in writ,~, signed by the defendant. 
witness~d'by his counsel, if any, and 
fileA ~ith the CISrk of the Court 
within fifteen (15) days after the '. 
appearance of counselor the first 
appearance of the defendant beEo.re the 
Court, whichevsr is earlier. 

NOTE: Responsibilities of the Clerk 
regarding bail encompass the following 
area.s: 

81 Bail Docket Preparation 
#2 Bail Forfeiture Procedures 

i I 
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Criminal llrocedure 
ACM (1957) 

DESCRIPTION 

Bail Docket Prepara
tion 

Bail Bond Execution 

Bail Forfeiture 
Procedures 

'" 

~ STATUTE 
1~~_N_O_'~ __ ~A~~_~_E ____ ~ _______________ p_n._O_C_E_·_D_U_A_E _________________ ~--------~-------C-O-~-l~-~-E-N-T,~S---------------

8 
9 

10 

11 

MR 722 Ie) 

MR 722 (g) 

MR 722( i) 

Record all bail. 1) forwarded from the 
District Court to the Circuit Court and 
2) accepted at the Circuit Court level. on 
the Bail Docket. 

( 

)' 

NOTE: Any commissioner, c,lerk, jud9,J 
or peace officer, where authorizet:V;by 

, law, i~ authorized to take a bai~'bond. 
, ... './' 

q) Upon callil'\g the case in court and the 
defendant not being present when properly 
at the direction of t~e judge, harken 
the bond,sman to produce the" de fendan t 
(or bail will be forfeited by the Court). 

6) P.I:omptly notify any surety on the defen
'dant' $ hond; and the State' s Attorney, 
of the forfeiture of the bond and the 
issuance of a Bench Warrant (722N/F). 

c) Docket forfeiture, issuance of warrant, 
and notification of surety. 

8-10 

o 
Vi 

NO'rE: Every bail bond til ken s!(~ 11 be 
executed and acknowledged bet6re the 
person who takes t:he bond !;Ii" the 
defendant and surety, if ,cdly. 

.'1' ,.;:J 
:// 

b) On defendant's !ailure to appear 
as required, the court forthwith 
forfeits the bail bond and orders 
the issuance of a Bench Warrant. 
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Criminal Procedure 
ACt! (195'7) Chapter 700 

DESCRIPTION FORM NO. 

Satisfaction of 
Forfeiture 

'\. 
Enforcement of 
Forfeiture 

A!2l2eal Bond 

( 

/) 

" 

12 
(722 
J/F) 

STATUTE 
OR 

RULE 

MR 722 (i. 3) 

PROCEDURE 

HR 722(i.4) a) If a forfeiture has not been stricken or 
satisfied ~ithin 90 days, forthwith 
cause the order of forfeiture to be 
entered as a judgment and to be recorded 
ar,d indexed among the civil judgment 
records, for the penalty sum, with 
interest, including costs. 

MR 722(1.4. b) 
b) 

Prepare, attest and ~eliver to the State 
Court Administrator, the Bail Bond Com::-__ , 
missioner, the State's Attorney, and to--' 
the surety a true copy test of the docket 
entries in the cause, showing the entry 
and recording of the judgment against thE 
de£endant and surety. ". 

HR 778(b) Upon order of Court discharging bond, notifj 
the surety to produce defendant for surren'" 
der to begin serving sentence. 

B-11 

.\0 

o 
) 

COMMENTS 

Within ninety (90) days from the date 
the defendant, fails to appear, a 
surety must satisfy any forfeiture, 
either by producing the defendant in 
Court, or by paying the penalty sum 
of the bond. 

NOTE :" The, condition of any bond taken 
pending an appeal shall be that the 
defendant shall prosecute his appeal 
according to law and shall surrender 
himself to serve any sentence imposed 
or appear for further proceedings as 
directed; and that the bond shall con
tinue until discharged by ordet of the 
trial court. 
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C~iminal P~ocedure 

ACM (1957) Cha~ter 700 

DESCRIPTION 

!!epeal Cases to 
Ci~cuit COll~t received 

·0 

" 

o 

-~--

. STATUTE 
fORM NO. OR 

RULE 

a) 
I .' 

b) 

I, 

,.:;::'/ 

,. 

c) 

d) 
" 

~ 

'I 

" 

f/ 

.. pnOCEDUAE 

.:- " , 

" 

"' 
.' 

Date-stamp appea_ls. 

Docket cha~ges, listing: 

l. D.ate the statement of Charges 
.is received by the Clerk's office. 

2. Name(s) of the defendant (5) • 
3. Name(s) o~ attorney(s) of r-ecor-d, 

if any. 

Prepare Cdse folder and inser-t peiper-s_ 

Deposit fines, court costs, and 
security costs forwar-ded to the Cir-cuit 
Court from the District Court, 

8-12 

o 

f 

--..-------------.--------~-=-,-----~~-

1" 

COMMEnrs 

~: District Court Appeals a~e 
received daily by the Ci~cuit Court 
Clerk's Office. Accompanying these 
appeals a~e bail bonds, if any, fines, 
court costs, and s8curity costs, 
statement of cha~g8s, appea~dnce notice 
of the Public Defender if one files 
at the dis.trict caliri: level, and Power 
of Attorne'y if bail. is posted. 

b) See Docket Preparation Section. 

c) See Case E'older- 'Prepdr-Cltion. 

d) These monies a(e retained by the 
Clerk unti,l djsposition and pr-oper 
distribution of the monies is made. 
Clerk notifies District Cour-t of 
all appeal dispositions requir-ed 
by rule. 
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Criminal Procedure 
ACM (1957) Chapter 700 

DESCRIPTION FORM 

13 

NO. 
STATUTE 

OR 
RULE 

MR 746 

MR 742 

C) 
\ I 

PROCEDURE 

a) Upon receipt of the Court Freeze 
Courtroom Docket, pull appropriate 
cases and send wltness sununons to 
Sheriff for service. 

8-13 

o 

COMMENTS 

NOTE; The responsibility for assigning 
criminal cases for trial varies in each 
circuit. In some circuits, Clerks of 
Court are also Assignment Commissioners. 
In other circuits, the State's Attorney's 
Office or a separate assignment office 
under the direction of the bench, 
prepares court assignments. 'l'he 
Criminal Assignment Commissioner con
trols assignment of trial dates in 
Baltimore. 

The Assignment Officg prepares the 
courtroom dockets in triplicate. 
Copies are forwarded in advance to: 

1. Clerk's Office 
2. Judge 
3. State's Attorney 

The computer system "freezes" the 
docket at this time and will accept 
no more information for witness 
summons requests. 

1/ 
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Criminal Procedure 
ACM (1957) Chapter 70p 

DESCRIPTION 

Courtroom Q~ties 

o 
.11 

1:1 

\',1 

fORr.t NO. 

1-1 

STATUTE 
on 

RULE 

~IR 731 

:·IR 735 

:·!R 1217 
(E.2 ) 

PROCEDURE 

a) Prepare a courtroom docket sheet listing 
the cases to be heard. 

b) Call the case. 

l. Read the Case Number. 
2. R.ead the Contents of the charging 

document. 
). ASCel-ta'in the plea offered by the 

defendant or defense counse 1. 
4- Asc:::rtain the election of tr: La 1 by 

COdrr ':J[" j La·::' t::- iill. 

:;: R-2~!'_'c.:l thcl ;'';,':;t :\r~:! ::.h.::- r~'le('l"l·..:r: 'J: ~!"l:1U 
0:-. : h~ .:;(,1: I.! ~ '!;' >:':-. _~:. ..:kt: t 31,,1 c.r.i:. •. :."13": 

::,l·j:2C. 

~ j : .... c ::=~)t: i: ..... -. ""'-'" t' 

.a:'::-.lbit.=; .::: :.: ....... 
,~ .. :i'=:.;t::. :tnci :-(L-.~-·...! 

:l.:' .:;:': _ ·l~nc.; . 

r I RE--:: cd ~-:i':r' e'·:!""'::.1:. t ~ )r. ~h • .? Pr,·)o~t"t·; 
Rae i~ed d3 EVLj~n=0 rorn ~nd ~et31n cia~t 
e:,;, blt. 

8-14 

COt.IMENTS 

a) Courts using a computer system are 
provided with a computer docket 
sheet of scheduled cases_ 

NOTE: The State's Attorney determines 
the ol-der ill w~lich scheduled cases will 
be called for h~\aa:lng, 

£1 All ::· ... :hl.:tt.3 ~;ltr ... _;~.l in 1;:' !..J~n(:a:: 

or '::.:lrk·~d r(ll. iJc.l -;:flt:iHl.H. dlJruJ..l 
tho: tri,,1 of a :,:" '!: 5ndll b,,· 
~etainad by the C ~rk of Court or 
such other pe~50n 55 ~dy ba 
designated by chc.l :ouct. 

II 
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Criminal Procedure 
ACM (1957) Chapter 700 

,.~. 

-------------_._------_. __ ._. __ .. 

() 

------------~--------II---.r_--_r--~~~_,--------~--~------~----------~--~------------~~'~-------------------.. STAT-UTE •• • ., • 
DESCnJPT/ON 

Nolle Prosequi and 
Stet 

. 
FORM 

22 

NO. OR 

RULE 

MR 760 
HR 772 

MR 782(a), 
(c) 

PROCEDUHE 

g) After either (i) the time for appeal has' 
expired, or (ii) in the event of an 
appeal, the mandate has been received by 
the Clerk, send written notice to all 

(counsel of record advising them that 
if no r.equest to withdraw such exhibits 
is received within ten (10) days from 
the date of the notice, the exhibits wil 
be disposed of. Unless such a request i 
received by the clerk within ten (10) 
days frOm t.he date of notice, or unless 
the court within. such period shall order 
otherwise, disp'ose of the exhibits in 
such manner, including destruction, as 
may be appropriate. 

h) Record the'" verdict rendered by the Court 
and the judgment imposed by the Court 
on the courtroom docket and the case 
folder. ------

a) Docket the entry of a Nolle Prosequi or 
,Stet ., 
J / .. 
I ( 

bl/lj1porward a notice to. the. defendant and 
, his counsel of record, if defendant was 
I. • .' not present in Court. ::, 

c) Upon entry of the Nolle Prosequi or Stet 
recall outstanding warrants or detainers 
if any, on the charges. 

8-15 

COMMENTS 

a) The State's Attorney may enter a 
Nolle Prosequi or Stet in open 
court on the record. 

______________ ~'__:=-------_----_------.-------:;.;:___----~--... -.. _. _____ .....::.. ____________ J 
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Criminal Procedure 
ACM (1957) Chapter 700 

DESCRIPTION fOAM 

Jury Trials 

I::, 

U Voir Dixe 

0 
\ c' 

STATUTE 
NO. OR 

RULE 

HR 75t 

MR 752 

PROCEDURE COMMENTS 

,-
In criminal jury trials, the Clerk has 
addi!=ional courtroom i~sporisibilities: 

111 Voir Dire 
/t2 Jl,lry Sel.ection 
H3 Swearing Jury 
14 Retirement of Jury 

" 

1/5 Return of Jury to Jury Box 
#6 Polling of Jury 

a) If voir dire. Is requested, admini'ster a) Voir dire concerns preliminary 
the voir dire oath: questioning of jurors for possibl,e 

challenging for cause and per-
l. Ask the members of .the jury to emptory challenges. 

stand and raise their right hands. 

2. OA'l'II: MEMBERS OF TilE JUR¥. YOU 
. AND EACIJ OF Y04. DO SOLEMNLY 

PROMISE OR DECLARE THAT YOU WILL -
TRU'l'UEULLY ANSWER ALL QUESTIONS 

'PROPOUNDED BY TilE COURT. 

ANSWEH: WE DO, 

3. Ascertain if the State's Attorney 
or tlie defendant bas any questions. 

B-16 
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Criminal Procedure 
ACM (1957) Chapter 700 

--------~~--~--~--~~~-------.-------------------------------.-----------~---------~-------. 
StATUTE 

OR 

RULE 
DESCRIPTION FORM" N"O: 

#2 Jury Selection 

I 

I 
It Ii 

1 
,) 

i 

J ____ -

a) 

PROCEDURE '" 

Address the remaining jurors as 
follows: 

LADIES AND GENTLEMEN, AS I CALL YOUR 
NAME, YOU WILL STEP FORWARD TO THE 
SIDE OF THE T,RIAL TABLE. IF YOU ARE 
ACCEPTABLE AS A JUROR TO BOTH THE 
S'l'ATE AN 0 THE DEFENS'E, YOU" WILL THEN 
BE ASKED TO TAKE A SEAT IN THE JURY 
BOX. IF YOU ARE CHALLENGED BY EITHER 
THE STATE 'OR THE DEFENSE, RETURN TO 
YOUR SEAT. 

COMMENTS' 

b) State which jury panel is to be b) Ascertain when judge is ready to 
proceed with the selection of 
the jury before announcing the 
jury panel. 

called if there is more than one panel. 

c) Call each juror separately as follows, 
maintaining a record of the 
challenges: 

1. Call the first juror. As the 
juror approaches the trial table, 
ask the State's Attorney: 

IS (NAME OF JUROR) ACCEPTABLE TO 
THE STATE? 

8-17 

c) T~is phase of jury selection 
permits the exercise of peremptory 
challenges by counsel. 

I 
I 
I ... ---.. ,,--~----------------:-,! 
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Criminal Procedure 
ACM (1957) Chapter 700 

~----~--~--~--~----r---~-----r------~--,---------------------------------------~----------~~'--~~ 
STAInU.Tf, .' PROCEDURE ,~, t\OMMENTS DESCf1IPTlON FOAM NO. 

O,,·,~ " , 

". 

-

RULE \ ~ " , ... 

Nil 753{a.l) 
(a. 2) • (a.) 

If the answer is affi~mative, 
ask the Defense: 

IS (NAME 01:' JUROR) ACCEP'rABI~E 

'I'O 'fHE DEFENSE? 

If the answer is affirmative, ask 
the juror to sit in the jury box. 

2. Call the second juror. As the 
juror approaches the trial table, 
ascertain the acceptability of 
this ju~or by asking the same 
questions set out above. The 
order of questioning, however', is 
reversed; the Defense is addres~ed 
first, followed by the State's 
Attorney. 

NOTE; 'I'his procedure conti,nues throughout 
the jury selection process, or until the 
State's or Defense's peremptory challenges 
are exhausted. 

8-18 
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" , 

" " 

Criminal charges involving a penalty 
of death, life imprisonment, Or twenty 
years or !IIore upon conviction allow 
twenty peremptory challenges to the 
Defense and ten to the state's 
Attorney. All other charges allow 
four peremptory Gha llenges each to 
the Defense and the State's Attorney. 
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Criminal Procedure 
ACM (1957) Chapter 700 

.. . 

DESCRIPTION FORM 

" 

" 

,";,;. .. 

NO. 
STATUTE 

Of! 
RULE 

I' 

.. 
PROCEDURE . 

'/ 

F! 

dJ Ascertain the acceptability of the 
jury panel as follows: 

1- Ask toe State's Attorney: 

IS THE PANEL ACCEPTABLE TO THE 
STATE? 

2. If the State accepts the panel, 
ask the Defense: 

\ 

IS THE PANEL ACCEPTABLE TO THE 
DEFENDANT? 

3. If the Defense also accepts·"the 
'panel, administer the jury oath. 

NOTE: If the jury panel is not acceptable 
to ,either the State's Attorney or the 
Defense, and the State's Attorney or 
Defense challenges a juror, proceed as 
follows: 

. 
1- Ask challenged juror to step from 

the jury box. 

J/ 

B-19 

9 

.. . -
COMMENTS 

The Defense is allowed two peremptory 
challenges and the State's Attorney 
one challenge for each alternate 
juror selected. 

3. See Swearing Jury Subsection. 
D 

I 

\. 
~ 



Criminal Procedure 
ACM (1951) Cll~p~e.r 700 , 

DESCRIPTION FOAM NO. 
STATUTE 

all PROCEDURE . . 

... ~ 

COMMENTS 
____________________ ~~---~----+_~R~U~L=E--~-------------------------------------.~;----------__________ -----------------.. j 

#J Swearing Jury 
and Bailiff 

o 

a) 

b) 

c) 

d) 

2. Resume calling the prospective 
jurors. 

3. If the next juror is acceptable to 
the State's Attorney and Defense, 
ask the new juror to sit in the 
jury bOl(, 

4. Again.ascertain the acceptability 
of the jury panel. 

5. If the pane~ is acceptable, 
administer the jucy oath, 

Ask jurors and de.Eendant to stand arid 
raise their-rIght hands. 

Administer the following oath: 

00 YOU, AND EACU OF YOU, SOLEMNLY 
PROMISE AND DECLARE THAT YOU WILL WELL 
AND TRULY 'fRY TilE ISSUES JOINED 
BETWEEN TilE' S'fATE· OFMA~YLAND AND TilE 
DEFENDANT, WHOM YOU SIIALL UAVE IN 
CIIARGE, AND GIVE A TRUE VERDIC'f. 
ACCORDING 'fO TilE EVIDENCE? 

Ask the BaliEE to stand and raise his/ 
her right hand. 

Administer the following oath; 

00 YOU SOLEMNLY PROMISE AND DECLARE 
THA'f YOU SHALL WELL AND TRLjELY TAKE 

8-20 

o 

5. See Swearing Jury Subsection. 

c) Optional by Court. 
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Criminal Procedure 
ACM (1957) Chapter 700 

DESCRIPTION 

H Ret.irement of 
Jury 

i5 Return of Jury 
to the Jury Box 

FORM NO. 
STATUTE 

OR 
RULE • 

,(J 

PROCEDURE 

THIS JURY TO SO~£ CONVENIENT ROOM, ; 
THAT YOU WILLS(JFFI-~R NO ONE TO SPEAK 
TO T~EM NOR SHALL YOU SPEAK TO THEM 
WITHOUT THE LEAVE OF THE, COURT? 

a) G.ive all exhibits to Bailiff to take 
to the jury room. 

a) Ask the defendant to stand and face 
the jury. 

b) Address the jury: 

MEHBERS OF THE JURY, HAVE YOU AGREED 
UPON (A) VERDICT(S)? WHO SHALL SAY 
FOR YOU? 

(Answer: Our Foreman/Forelady.) 

c) Ask the FOrl?man/Forelady to s'tand and 
address as follows: 

HO\-J SAY 'lOll, IS (NAME OF DEFENDANT) 
GUILTY OF THE MATTER WHEREIN HE STANDS, 
INDICTED, OR NOT GUILTY? 

(Foreman/Forelady answers.) 

" 

COMMENTS 

·i 
1\ 

(J 
) 
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Criminal Procedure 
. ACM (1957) Chapter 700 . .. __ 
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RULE , 
----------------------~-----I-----~--~~--~~----~---------------------------------~-----------------------.----------------

"', 

1/6 Polling the 
Jury 

Judgment of Court 
is imposed 

" 

d) 

a) 

Address the jury: 

UARKEN 'fO '{'fiE VERDICT AS TilE COURT 
HAS RECORDED IT: 

YOU SAY THAT (NAME OF DEFENDANT) 
IS (REPEA'l' VERDIC'r OF JUR¥) AND SO 
SAY YOU ALL. 

Address the juror seated beside the 
Foreman/Fa relady; 

IS YOUR VEROIc'r 'WE SAHE AS II IS /ljERS 

b) Likewi.e address each juror. If all 
jurors\ agree with the verdict: read by 
the,For,eman/ForeladYI follow the 
procedure set out in d) above. 

The responsibilities' of the Courtroom 
Clerk vary according to the judgment 
imposed by the Court; 

.1 Defendant is Con~itted 
12 Sentence i. Suspended, D~fendant 

is· Plac~d on Probation 

0-22 

o 
V 
t 

.' 

'\ .-. 
NOTE; If a request for polling th·e 
jury is made by either the State's 
Attorney or the Defense. the request 
should be made before the Clerk 
harkens to the verdict. 

() 
.. -.:J 

o 

1,\ 
1" 

, ; 

(ifJ 



. II 

I; 

C" ". » 
" ' 

Criminal Procedure 
ACM (1957) Chapter 700 

DESCRIPTION FORM NO. 

I -

:c) 

" I, 

--------~:':------- ~ 

o 
) 

OR PROCEDURE COMMENTS', 
STATUTE ._- \ 

RULE • ' 'j 

------------------4----~--~~~~~----------------------------~+_----------------------~------

Defendant is Committee 15 

Sentence is Suspended, 
Defendant is Placed on 
Probation 

\,' Y,;" 

Fine and Costs Imposec 

21 

16 
17 

18 

ART. 33, 
Sec. 3-18 
(a), (b) 

t>lR 764 

'3 Fine~nd Costs lmposed 
14 Defendant is Acquitted 

a) Prepare the Commitment Record, 

b) Give the, originaJ. recor4 to the Jail 
Guard if the defendant is in his custody 
or to the Deputy Sherif£, if the defendan 
is on bail .. 

c) File a copy of the record in the case 
folder. 

d) Prepare and forward Report of Conviction 
to Administrative Board of Election Laws 

a) Complete proper Probation Order for the 
Judge's signature. 

b) Give one copy each to the Probation 
Agent and th~ Defendant. 

c) File the original order in the case 
folder. 

a} En,ter the amount of the flne on the file 

b) Assess court costs for the following: 
1. State's Attorney fee 

B-23 

a) The responsibility for preparing 
Probation Orders belongs to the 
Probation Agents of some ~ircuita. 

a} The court determines the amount of 
the fine. 

b) ·Assess prpper costs. 
Court Costs Schedule. 
B-44.) 
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See Criminal 
(See page 
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1.1, 

" " 
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Criminal Procedure 
.. ACM (1957) Chapter 700 

DESCnlPTlON FonM 

if 

NO. 
STATUTE 

on 
RULE 

PROCEDUAE 

2. Clerk's fee 
l. Sheriff's fee 
4. Defense Attorney's fee 
5. Criminal Injuries Compensation Fund 

c) Prepare fine and costs bill in 
triplicate 

d) Obtain signature of Deputy Sh.eriff on 
original bill and give the original 
bill to the Deputy Sheriff. 

e) Retain one copy in the Bill Book. 

f) Forward third copy to the Fiscal 
Clerk for Accounts Receivable. 

g) Show computation of the fine and costs 
on the case folder. 

8-24 

o 

o 

"-..I 
t 

COMM~NTS 

d) This signature is written proof 
to the Clerk that the Deputy 
Sheriff received the original bill. 

e) This copy is retained fOr 
auditing purposes. 

NOTE: In some jurisdictions. the 
Clerk is the collector of outstanding 
criminal bills; in other jurisdictions. 
the Sheriff has this collection re
sponsibility. The Sheriff collects 
only~the total amount. '{'he Probation 
Office of some cir-::uits may permit 
payment of fine and costs on an 
installment plan. Regardless of which 
method is used. once the fine and costs 
are 6ollected, the Sheriff stamps the 
original bill PAID and returns the 
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Criminal Procedure 
ACM (1957) Chapter 700 

DESCRIPTION 

~4 Defandant is 
Acquitted 

Review of Santence 
requested 

FORM NO. 

19,20 

23 

24 

STATUTE 
on 

RULE 

t-tR 773 
ART. 27, 
Sec. 645JA-

645JG 

~~-~----'--------------

a) 

b) 

a) 

.C) , , 

PROCEDURE 

Prepare the appropriate rel,ease form 
for either 1) the local jailor 
2) the Department of Correctional 
Services, ,State of Maryland and send 
the form to the proper authority. 

File a copy of the release form in 
the case folder-. 

'-, 
Docket receipt of application. 

b) Prepare covering memorandum. 

B-25-

o 
) 

COMMENTS 

bill and the money to the Clerk's 
" Office. At the end of each month, 

the Clerk sends checks to the proper 
parties. 

NOTE: Every persdn convicted of a 
crime and sentenced to serve, with or 
without suspension, a total of more 
than two (2) years imprisonMent shall 
have a right to a rev,jew of sentence, 
providing the Application for Review 
of Sentence is filed not later than 
thirty (30) days after imposition of 
sentenc:e. 

a) The application must be in 
writing in proper form and signed 
by the applicant. 

J---...---~ __ ~ 
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Criminal Procedure 
ACM (1957) Chapter 70~ 

DESCRIPTION FonM 

O · 
'.) 

NO. 
STATUTE 

011 
RULE 

c) 

d) 

:~'" 

PROCEDURE 

Forwa):"d copies of the 1) covering ,/ 
memorandum, 2) application, and 
3) indictment or criminal ini;ormation 
to the following persons: 

1. Chairman of the Review Panel 

2. ~tai:e'sAttorney' 
3. Defen~ant's Attorney 

Prepare and send copies of the order 
to the following persons: 

1. State's Attorney, 
2. Defendant 
3. Defendant' sAttorney 

e) Make appropriate entries on the 
docket and the case folder. 

f) File the original order in the case 
folder. 

g) Implement all changes, if any, in the 
sentence as set forth in the order. 

B-2& 

o 

COMMENTS 

1. Or igil1,al: p<lpers are forwarded 
to the panel chairman in file. 

NO'l'E: Once a Review Panel has made its 
decision, the papers are returned to 
the Clerk's Office with an Order 
attached. 

a) See Judgment of Court is Imposed 
section. 
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Criminal Procedure ,. 
ACM (1957) Chapter 700 

DESCHIPTION FORM NO. 

uniform Post 
Conviction Procedure 
Act 

'~ 

I 

STATUTE 
OR 

RULE 

ART. 27, 
Sec. 645A 
r-tR-BK 40-48 

PROCEDURE 

a) Review petition for the accuracy and 
co~plet~ness Df: 
1. Identifica tion of petitioner. 
2. Charging document numbers. 
3. Jurisdiction requir~ments_ 

b) Date stamp-petition. 

c) Docket the case, e'ntering: 
1. Date petitiol) received 
2. Name of petition 
3. Name of attorney, if any 

d), Prepare case folder. 

B727 

l __ ~, 
"-'-'~, .,~.~~c,~:::~_~~,~=_~_: ~~_ --.~~-.~ 

-l- ,.~ 

" (J 

o 

COMMENTS 

,NOTE: The two types of petitions filed 
with the Cle.rk under the Uniform Post 
Conviction Procedure Act are defined 
as fpllows: 

Initial Petition is the first peti
tion filed by an individual under 
the Uniform Post Conviction Proce
dure Act ~ith respect to a particu
lar convic·tion. 

Subsequent Petition is every peti
tion filed by an individual after 
his/her first petition with respect 
to the same conviction. -- ---,.---

c') Some courts maintai'n ,a separate 
Post Convictioh Docket. See 
Dock~t Preparation section. 

d) See Case Folder Preparation section. 
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Criminal Procedur~ 
ACM (1957) Chapter 700 

0, 

DESCRIPTION FOAM NO. . on PROCEDURE' . STATUTE '. ~ COMMEIHS 
RULE 

-------------------------~-----~----~--~~----t-----------------c--------.---- 0' I----------------------~------------
e) 

]] 

f) 

Forward case folder to the court 
services section"'of the State's 
Attorney's Office. Obtain receipt 
for 'tho. case folder. 

Prepare and send a copy of the petition f) 
'to the Public Defender requesting a 
determination of the petitioner's 
eligibility for representation. 

This procedure applies solely to 
those cases in which an initial 
petition is filed by an lndivldual 
who is not represented by pri.vate 

o 

counsel. . 

NOTE: Subsequent petitions are not 
forwarded by the Clerk to the PufiITc 
Defender. 

The State's Attorney files an 
answer to the initial or subsequent 
petition within fifteen days from the 
date of filling. 

The State'$ Attorney secures a 
hearing date for all initial and 
subsequent post conviction petitions 
tram the Criminal Assianment Office. 
This heari~9 date is ~~hedu1ad thirty 
days from the date the answer to the 
petition is filed. 

The State's Attorney returns the 
case folder to the Clerk. The hearing 
date, the judge's name to whom the 
case is assigned, and the Criminal 
Court section in which that judge is 
sitting are noted on the file . 

._'--_ .. _-._----------...... ''---_._----'--
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Criminal Procedure 
ACM (1957) Chapter 700 

DESCRIPTION 

Petition' for 
Expungeme~filed 

'. it -'-

FORM NO. 

28,29 8-69, 
8-70 

II ;i 

STATUTE 
OR 

RULE 

Art. 27, 
§§ 735-741 

-, ----- -- -------...,..----~----

o 

PROCEDURE 

g) Docket the State's Attorney's Answer. 
. : 

h) At least eight days' prior to the 
hearing date, prepare all witness 
summonses and forward the summonses 
to the"Sheriff for service of procqss. 

i) Always issue a writ or summons for the 
petitioner. 

j) Forward the .case folder to the assigned 
judge for hearing. 

8-29 
., 
I 

I 

o 
) 

COMMENTS 

NOTE: There are two types of e,xpunge~ 
ment pet.itions \-Ihich may be.~ submitted 
by a defendant. A filing fee is not 
required. These petitior{'s are 
described as follows: 

Pet.it.ion For Expungement 
(Acquittal or Dismissal) --This 

pet.ition assert.s that the defendant 
was tried and acquitted, or the charge 
was dismissed or quashed. If less 
than three years ~ave passed since the 
disposition of the charge, ~ Gene~al 
Waiver and Release must be submitted 
with the petition. 
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Cri!ninal Procedure 
ACM (1957) Chapter 700 

DESCRIPTION fORM 

25 

() 
t4~w~~~,~~~1~~?~-----

- , 

NO. 

1}-71 

STATUTE 
OR 

RULE 

\1 ' 

PIWCEDURE 

a) Review the petition for accuracy 
and completeness. 

b) Docket the petition. 

c) Prepare case folder and file the 
petition. 

d) Insure that the proper copy of the 
petition is served on the appropriate 
party: 

1. G;-een copy--Law f~nforcementAgency 
2. Pink copy":-State's Attorney 
3. Yellow copy--Applicant or 

Petitioner 

8-30 

o 
u 

COMMENTS 

Petition ~ ~\Ingement of 
Records (Probat10n, Nolle Prosequi, 
Or Stet Disposition)-- This petition 
asserts that the charge was disposed 
of by one of the fCllowing methods: 

1. a judgment of probation without 
finding a verdict \~as entered 

2. a Nolle Prosequi was entered 
3. the case was marked STET 

'I'he petition further states that more 
than three years have passed since the 
disposition of the charges and that 
the defendant is not presently a 
defendant in any pending criminal 
proceeding other than traffic violations. 

h) See Docket Preparation section. 

c) See Case Folder Preparation 
section. 
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DESCRIPTION FORM 
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Expungement 

." 

:< 

., ' 
. ! ~ 

.. . . 
STATUTE 

NO. on 
RULE 

e) 

f) 

B-72 g) 

h) 

-

. 

I 

C) 

. 
. - PROCEDURE 

I 

4. Wh!(te original is filed in the ·/1 
c::tI'Se folder. 
if 

If the Clerk is named as a defendant, 
file an answer indicating a willing-
ness to comply with any court order. 

Forward case folder to assigned judge. 

Docket Ordar of Expungement upon 
receipt. 

Expunge records as follows: 

l. Remove the original court files 
and documents from the 
accessible files . 

2. Seal files in a large envelope 
and place the files in a locked 
file drawer. 

3. Reference the sealed file in an 
Expunged Case Index 
the locked file. 

located in 

4. Obliterate all docket and index 
entries pertaining to the expunged 
individual. 

B-31 
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Criminal Procedure 
ACM (1957) Chapter 700 

I I I STATUTE 
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Petition For Expunge 
ment (ArtICle 27, 
section 292.) filed 

o 

26 

Article 27, 
!!292. 

5. 

6. 

Obliterate all entries relating to 
t~e expunged individual in the 
court files of any co-defendants 
as well as all entries relating to 
the expunged charges that exist in 
the court fileS of other charges 
against the individual that are 
nqt subject to the ex~ungement. 
Compl~te the Certificate of 
Compliance and forward a copy to 
the Judge and the petitioner 
within thirty days from the 
rece.ipt of the Expungement Order. 

8-32 

6. This procedure is used to 
advise the Court and ·the 
petitioner that the Clerk has 
complied with all conditions 
of the expungement order. 

NOTE: These sealed files are accessible 
only to the Clerk of Court and are 
opened only by order of Court. 

NO'!'E; 'l'he following expungement 
procedures apply to individuals who 
1) are charged with violations of the 
Controlled Dangerous Substances Act 
and 2) are eligible for expungement 
by court order upon: 

1. 

" 2. 

Acquittal or dismissal of the 
charges, or 
Satisfactory fulfillment of 
the conditions of frobation 
ordered in cases ~)l-~hich the 
entering of a judgment of 
guilt is stayed: 
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Criminal Procedure 
ACM (1957) Chapter 700 

DESCRIPTION FORM NO. 
STATUTE 

OR 
RULE 

,~, 

, 

27 

I " 

ttl Single Charge, I! 
single defendant 

~f ' a) 
.' " 

b) 
, 

c) 

'i 

\, . 

!I 

C) 

,I, .. 
PROCEDURE 

J' 

" >-~ ...... 

" 

,. 
'"',-

~ 

" 

.( 

Pull original court file relating to 
the expungeable charges. 

Seal the file in a large envelope; 
place docket number On envelope. 

File these sealed envelopes in a 
locked file drawer. 

B-33 . 
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COMMENTS 

procedures followed 

o 

1 

by the 
Clerk in processing the petition conform 
to the procedures described above in 
Petition For EXEunsement section. 

In accordance with Article 27, 
Section 292 of the Annotated Code of 
Maryland, an Opinion of the Attorney 
General (9/15/72) establishes uniform 
expungement procedures for these 
specified cases. Upon receipt of an 
Expi.mgement Order, the Clerk expunges 
the records differently according to 
the following case types: 

n Single charge, Single defendant 
Jt2 Multiple charges, Multiple 

defendants 

NOTE: These cases invo,lve records 
which do not include any additional 
charges or defendants which are not 
subject to the expungement. 
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Criminal Procedure 
ACM (1957) Chapter 700 

" 

'.' 

----------------~~-~~--r_~_=--.-----~--------------------~4r-----------------~------------
STATUTE 

OR 
RULE 

DESCRIPTION FonM NO. pnOCEDURE 

Docket Maintained in Bount:! Volume 

a) Obliterate the entries pertaining to 
the identity of the individual whose 
record is to be expungeq_ 

b) Initial the page. 

Docket Maintained in Loose-Leaf Volume':~, 

a) 

c) 

Re-type the docket pages, deleting all 
information relating to the individual 
whose records is to be expunged. 

Insert elew docket pages\\in loose-leaf 
volume. " \\ 

Docket Maintained on Origirtal Court File 
or Hie ro f 11m 

a) Seal fi Le and/or microf icha in a 
large envelope; place docket number 
on envelope.· 

b) File these sealed envelopes in a 
separate file. 

B-34 
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Criminal Procedure 
ACM (1957) Chapter 700 

--------------------------,------r----~------------,~----------'~'~~------------------------~----~---------------------------------------------- .. 
DESCRIPTION 

12 Multiple charges 
Multiple 
defendants 

FORM NO. 
STATUTE 

OR 
RULE 

PROCEDURE 

a) Pull the original court file from the 
files' which are accessible to the 
public. 

COMMENTS 

NOTE: These cases involve records 
which include other charges or defendants 
which are subject to the expungement. 

b) Prepare a,duplicate file containing b) The case folder is re-typed, 
deleting all entries which are material relevant to the other charges 

and/or defendants which are not subject 
to the expungement. Certify that the 
duplicate file is an official record. 
Place this duplicate file in the files 
which are accessible to the public. 

c) Seal the original file in a large 
envelope, place docket number on 
envelope, and place the file in a 
locket file drawer. 

B-35 
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to be expunged. Copies of material 
not subject to expungement are 
copied and placed in the duplicate 
file. 
Some reproduced documents reference 
matter that is to be expunged, but 
must be maintained for other charges 
and/or defendants. This eX9ungeable 
information should be covered by an 
adhesive strip, initialled by the 
Clerk. " 
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Criminal Proc",dure 
ACM (1957) Chapter 700 

DESCfIIPTION FOAM NO. 
STATUTE 

OR 

RULE 

o· 

-J 

I.: \ 

. 

," 

" 
..;! 

pnOCEDUnE 

Docket Maintained in Bound Volume 

a) Obliterate the entries pertaining to 
the identity of the individual whose 
record is to be expunged. 

b) Initial the page. 

Docket Naintained in Loose-Leaf VoLume 

a) Remove all docket pages on which any 
reference to the defendant appears. 

b) Re-type the docket pages, deleting all 
in for.na tion relating to the ind ividua l 
whose .record is . to be expunged. 

c) Insert new docket rages in loose-leaf 
volume. 

Docket Maintained ~ Orig!.!lal ~ File 
~ 

a) 

b) 

Microfilm 

Remove file and/or microfiche from 
public access. 

Prepare a duplicate file and/or lIIicro-
fiche containing material relevant. to 
the other charges and/or defendants 
which are not subject to the expunge-
ment. . Certify t!le 
official record. 
cates 
to 

\\ 
iJ 

the 
in the files 
public. 
8-36 

duplicates as the 
Place these·dupli-
which are accessible 

COMMENTS 
,. 

, 

b) The case folder is re-typed 
deleting all entries which are 
to be expunged. Copies of 
material not subject to expunge-
ment are copied and placed in 
the duplicate file. 

I 
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Criminal Procedure 
ACM(1957) Chapter 700 

DESCRIPTION FORM NO. 

(~., 

" /1 

STATUTE 
OR 

RULE 

",,--~,--,--------------------'--------------~=== 

(~) 
i 

PROCEDURE 

c) Seal the priginal file~,na large 
envelope, place docket number on 
envelope, and place the sealed record 
in a locked file drawer. 

NOTE: Regardless of whe.ther the case to 
be expunged involves a single charge •. 
single defendant or mUltiple charges. 
mUltiple defendants, the indexing proce
dures set out below are the same: 

Enter the defendant's name in a 
separate index. 

8-37 

o 

COMMENTS 

Some reproduced documents 
referenCe matter that is to be 
expunge~, but must be maintained 
for other charges and/or defendants. 
This expungeable information should 
be covered by an adhesive strip, 
initialed by the Clerk. 

This index is maintained in the 
locked file with the sealed en
velopes. A reference to the 
sealed fi·le is maintained with 
the index. This reference is 
used when and if it is necessary 
to order the case to be opened. 
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CriminaL! Procedure 
ACM (195117) Chapter 

I 

OI:SCAIPTION 

700 

FORM NO. 

() 

--------------------
PROCEDURE COMMENTS STATUTE 

on 
RULE ------~------.~--------~-----,----~.---~~~--+---------~-----------------------------I-----------------------------------------

(;) :1 
Statistidal Report 
Pre~atlon 

Repo~:t to the 
suret,risors of 
Elect!ions 

II 

• it 

\ 
t, 

o 

14 a) 

b) 

;) 

Enter appropriateinformatiol) regarding 
persons convicted of larceny or other 
infamous crimes. This information 
includes. 

l. 
2. 
3. 
4 . 
5. 
6. 
7. 

~ame of Defendant 
Address of Defendant 
Date o~ conviction 
C r imt! Com:l\±t·te,j~"." 
Age of Defendant "'~'~ 
Sex of Defendant '~~ 
Race of Defendant t 

Forward the Report monthly to the 
Supervisors of Elections. 

0-36 

NOTE. The Clerk is responsible for 
the preparation of one (1) report. 

il Report to the Supervisors 
of Elections 

a) The Clerk completes this report 
in the courtroom on a continuous 
daily basis:----

NO'fE. See Administrative Chapter for 
completion pf Master Form for . 
Maryland Autoillated Courts Status 
Reporting System. (See page A-), 
et seq.) 
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Criminal Procedure, 
ACM (1957) Chapter 700 

- . . 
STATljl"E' 

DESCRIPTION FORM NO. Oil 
RULE . ------------+--i---1t---.;.;..;...;.~-_t_-----. · ____ P_R_O_C_E_D_U_R_.E ________ + ________ C_O_M_M_E_N_T._5 ___ -:--____ , I 

\ 
Non-Support Informa Article 27, 
tion filed Section 88 

30 

I 

31 

32 

8-39 

NOTE: Filed by the Sta~e's Attorney, 
these cases'charge the de~endant with 
nonsupport after a complaint is filed in 
the Domestic Relations Division and (1) 
the defendant fails to appear and (2) 
after the parties sign a pay agreement 
(this payment is paid through the 
Probation Department). After default on 
these pa.yments, the Probation Department 
refers the case to the State's Attorney 
for fhe filing of an information of 
prosecution. 

Since this is a criminal proceed
ing with a maximum sentence of three 
years, the defendant has a right to 
counsel. If the defendant is indigent, 
the Court may appoint counsel, refer the 
defendant to Legal Aid, or allow him to 
obtain private counsel. He has the right 
to a court or jury trial. If 'the", 
defendant is in arrears on any previous 
agreement, the parties can be referred 
to the Court Examiner in the Domestic 
Relations Division for a recommendation 
a.s te, future payments under an ordJr of 
the court under conditions. This proba
tion order can be under a suspended' 
sentence (usually 18 months) or a 
Probation before Conviction order \'llder 
conditions. The court can order alien 
to ensure payments. 
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Criminal Procedure 
ACM (1957) Chapter 100 

., - -
DESCRIPTION 

Violation of 
ProbatiQn 

Conteulpt of Court 
(Pailuce to pay 
undet'~ previous 
decree) 

o 
~ " 

FOAM 

30 

]0 

J 

.. - . 
NO. 

STATUTE , , 

PROCEDURE OH 
RULE 

~ 

\ 

1\ 
1. 

8-40 

o 
V 

-- - -
COMMENTS 

-
NO'l'E: In most cases defendant has 
~a preliminary hearing before a 
Hearing Officer (Probation Department) . 
The case is then heard by the court 
with a reconunendation by the Probation 
Department. 'Thede,fendan t is 
arraigned and again has a right to 
cQunsel. Testimony is taken under a 
plea of Not Guilty or Guil ty. The 
court can quash the warrant under COI1-

ditiof\ or revoke the prouation. 

~jQ'rE : Can plead gUllty or not guilty. 
Probation Department: makes a 
ceconunenda t ion and defendant can offer 
any testimony as to why he is back in 
payments. Court can quash contempt 
under condi,tion oc impose senr.ence and 
state conditions for releaso .. 

--
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Criminal Procedure 
ACM (1957) Chapter 700 

DESCRIPTION FORM 

Search Warrants 

NO. 
STATUTE 

on 
RULE 

MP. 7QO (f) 

MR 780 (h) 

MR 780(i) 

PROCEDl}RE 

:1 
Maintain a confidential index of 'the search 
warrants. 

B-41 ' 

o 

COMMENTS 

Upon execution of a Search Warrant, the 
issuing judge :iles them with the 
Clerk of the Court. The papers filed 
with the Clerk are sealed and opened 
for inspection only upon order of the 
Court,. 

NOTE: Upon motion filed by a person 
from whom or from whose premises 
property is taken under a search 
warrant, or by a person having an 
interest in the property, or by a per
son aggrieved by a search or seizure, 
the court shall order that the warrant, 
inventory and other related papers 
filed be made available to the person 
or his attorney for inspection and 
copying. Upon the filing of the motion 
the court may order that the notice 
be given to the State's Attorney. 

NOTE: Clerk--Except for disclosures 
directed by this rule, a person who 
discloses, prior to execution of a 
search warrant, that it has been 
applied ~or or issued, except insofar 
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criminal Procedure 
Act1 (1957) Chapter 700 

DESCRIPTION 

- , 

----~.------ ~~.~ 

fORM NO. 
STATUTE 

OR 

RULE 
PROCEDURE 

8-42 

o 

_' __ T_"_~' ~_~ ____ 

COMMENTS 

as ~ay ~e necessary to its execution, 
A·t tl publ ic officer or employee who 
discloses, after execution of a 
search warrant, its contents or the 
contents of any other paper connected 
therewith except by service pursuant 
to this rule or by court order pursuant 
to Section E of this Rule, may be 
prosecuted for Criminal Contempt of 
Court. 
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COST SCHEDULE 
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STATE'S ATTORNEY 

CLERK 

SHERIFF 

ATTORNEY 

CRIMINAL INJURIES 

COMPENSATION FUND 

MD. Rule 764--cbsTS 

o C) 
. I 

) 

CRIMINAL COURT COST SCHEDULE 

July 1, 1977 

$ 5.00 (Misdemeanor) 
$10.00 (Felony) 

$40.00 

$ 5.00 (Ea. Summons) 
$10.00 (Ea. Warrant) 

$ 5.00 (Misdemeanor) (For Bar Library) 
$10.00 (Felony) 

$10.00 

(HB 16B--Effective 7/1/77) 

A Judgment other than a Judgment of Acquittal shall include court 
costs unless otherwise ordered by the Court. 

I 

l ,-, 
. __ .-:-.,_ ........... _---
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FORM #1 

• 10 utit: 

The JUrors of the State of ~larylaJllI, for the body of the , do on the§r oath present 

tha.t __ .~ .. _~ __ ~ .. __ ~_. __ .... ~ ........... _ ... ___ .. __ ........... _____ ..... ,------, 

late of said , on the _ ..................... _ ... _ ....... _ .... day of __ .. -:-___ ... _ ...... __ ... _ .. , in the year of our,Lord 

nineteen hundred seventy- ... ~ ........ , in the aforesaid, feloniously with a dangerous and deadly weapon, 
did cob __ .. __ ~._. __ .. _ ....... ~ __ .. _____ ._ ... ~_. _______ .. _. __ ._....,. ___ _ --="_ .... 

and violently did steal from (him) (her) 

contrary to the form of the Act of Assembly in stich calla made and provided, and against the peace, 

government and dignity of the Slate. 
(Robb,.ry with daDK.ro ... and deadl7 weapOD - Art. 27. Sc'". 488, 489) 

SECOND COUNT. 
And the Jurors aforesaid, upon tJleir oath :lforesaid, do further present that the said _____ _ 

.. _--------_ .. -_ ... _-... _ .. _-_ .. _-_._ .. ------'_ .. _-----
late of naid , on ihe said day, in the said year, in the aforesaid, unlawfully did attempt, with a 
dang'erous and deadly weapon, to l'ob _ .. _ ........ _ ...... _. __ ._ .... ~_ .. _._ .. _____ ... _ ........ _ ... __ . _________ , 

and violently did attempt to steal from (him) (her) the lSoods and chattels, monies and properties of 
the said _____ ... _____ ..... ~ __ ._._ .... _._ ........ __ . __ , contrary to the fOl'm of the Act of A.ssemblr in 

~uch case made and provided, and against the pt!l1ce, government and dIgnity of the State. 
(AUempled Robbe" with daDllero ... and deadl, weapOD - A't. 27, 
S ..... 488, 489) 

THIRD COUNT. 

And the Jurors aforesaid, upon their oath aforesaid, do further present that the said • ___ .. __ ._ 

late of said , on the said day, in the said year, in the aforesaid, feloniously did rob ___ ._._ 
, _____ .. _ .. __ . __ . ______ ., and violently did £teal from (him) (her) 

contrary to the form of the Act of Assembly in such case mnde and provided, and against the peace, 

governmen~ and dignity of the Slate. 
(R,!,bb.r7 - COlD IDOl> Law And Art. 27, Sec •• 486, .c87) 

FOU:RTH COUNT. 

And .the Jurors aforesaid, upon tht!ir oath aforesaid, do further present thaI: the said ____ -

late of said , on the said day, in the sitid year, in the aforesaid, feloniously did make an assauJt 
UJpon one _ ... _. _____ _ 

with Intent then and there f~loniously lo put (him) (her) in bodily fear and dan!!,~!r of (his) (her) life 

and violently to steal, take and t!al'ry away from the person and against lhe will of the said . ___ _ 

___ . ___ '--_ .. ~ __ (his) (Iu~r) gooll:iu,nd chattels, monies and properties, 

contrary to the form of the Act of Assembly ill such case made and provided, and against the peace, 

government I!r.d dignity of the State. 
(A.. ..... 1t with InleDt to Rob - Art. 27. Sa ... 12) 

B-45 
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FIFTH COUNT . 

And the Jurors afore~aiu, upon their oath aforcsaid, do further present that the salrl ......... ~.~ ....... - ... - .. 

.-... _ .. _ ... --_.-..... _ .. _ ...... __ ........................... -......... -...... -...................... -... ~ ... -.. -... _ .... _ .. _-_ ..... -_ ..... _--_ .. __ . __ ._ ... _. __ .. _-
late of said , on the said day, in the said year, in the aforesaid, unlawfully did make an IlSSlluit 
upon, and dirl then and there beat the sard ............................. ~ ..... ~ ................. - ................... ~ ...... -... ~.-.• - .. - ............................ ~.-....... -., 

against the peace, goVetnment :lctd dignity of the State. 

(A ..... 1t -. Common Law) 

SIXTH COUNT. 

And the Jurors aforesaid; upon their oath aforesaid, do fur.ther present that tl1a said ............ _ . 

..................... __ ... _ .... -. .... _ ...... _.-.. , .............. ---.-...... --.-...... -.-.... -.----..... -~ .. -.-~ .... -.---.... _. __ .. __ ... _. __ .... --_._-
late of said , on the said day, in the said year, ill the aforesaid, .... ~.~.~ ____ ... _ .......... ~ ........ _~ ___ . 

did then and there steal, take \ina !:!In-y away 

of the goods and chattels, monies and properties of ...... - ... --.-... -~.-- .. ~---.-. 
contrary to the form of the Act of A.ssembly ill such case made and provided. and againdt the peace, 

government and dignity of the State. 
(LarUD), _ ComlDon LAW ana Art. 27, S .... 340, 341) 

SEVENTH COUNT. 

And the Jurors aforesaid, upon their oath aforesaid. do further present t~at the. said -.~----
-----_._._.--_._ ... __ ....... --_. __ ._ .. _._ ... _ ............. -.... _._._.-----.... -_. __ . "'--,--
late of the said , on the saiq day, in the said yea!', at the CIty aforesaid, unlawfully did then and 

t,here have and receive 

of the goods ,and chattels, monies and properties of one ..... ~ .... --.... --.---.-.---- ~-•. - .. ----., 
then lately .. _ .... _ ......................... :ltolen, taken and carried away, well knowing the said 1I'oods and chattei:l, 

monies and properties tohuVe been so stolen, taken and carl'ied away, contrarY to the form of the Act 

of Assembly in such case Illade and provided, and against the peace, gove.rnment and dignity of the State. 

(Rnei,.!DK Stolu Cood. _ CommOD Law ADd Art. 27, Sou. 466, 467) 

EIGHTH COUNT. • 

. And the Jurors aforesaid, upon their oath aforesaid, do further present that ................ :: .... . 

............................................... " ..................... , late of said , on the Baid day, in the said year, at the 

aforesaia, unlawfully did ul:le a handgun in the commission of a crime of violence, as defined in Article 27, 

Section 441 of the Annotated Code of Maryland, contrary to the form olthe Act of Assembly. in such 

case made and prelYided, and nge.in::lt the peace, government and dignity of the State. 

LAW 115-6451i3 The State'! Attorney tOT the .. 
B-46 
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C.l: 

Date of Arrest: _____ _ 

Witnesses: 
CIUi\IJ:\;\L J:-;FOIUIATIU:--: 

STATE OF :.r.-\RYLA.!';'D, 

IN THE CRI!\U;-';\L COUHT 0[,' \»' 
The State of ~rHryland 

. -va- Date of offense: __________ _ 

Location: ____________ _ 

Complainant: ____ _ 

STATE OF :.rARYLAND, 

c CRIMINAL Ii'."FOR:.r.Uro:-l 

.. 
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Cj: -, 

,....,; --
t.J ...... 1 r: 

8/22/77 
21202 

STATE OF fliARYLAND VS. 

YOU ARE HEF:E8Y COMMA1\1)ED TO APPEAR IN PERSON 
IN THE COURTHOUSE . ON THURS. SEPT. 01, 1977 ROC1r1; 231 
UNLESS YOUR COUNSEL HAS EKTERED HIS APPEARANCE IN WRITING 

~hJ COURTROOM P03 

AT 9: 30 AM 

TYPE OF PROCEEDING' ARRAIGNMENT .. , 
'\ ~. :".-: -. c·:-_ 
.--

\ (.>:.: 

'Z. 
ASSOC. "'--
Ct-.SES po "- .... ... ,. 

' . .... 

t· 

A·.· .. 

ADDRESS 

L 
DEPUTY NO .. ___ _ 

" . 

AT OR BEFORE THIS TJ:E 

FAll Il:::S TO APPEAR ON TIME ','.AY CAUSE YOu ;-.:; :..:: 
Ct-iAi-i(.;ED WITH CONTE:V:PT OF COURT OR A WAr .. ::::.- '. r 
TO BE .1~:';lJED FOR YOUR .4RREST. BRING THIS :;~:/ 
MON:': WiTH YOU TO COURT. 

BY ORDER OF COURT 

/! 

/ CLEf{K CRIMINAL COURT OF 

'\ 

) 
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Form #4 

ORIGINAL 
\VARRANT 

Case Information 

Case No. _________ ~--__ ----__ ~ 

Defendant 

Charge 

Person Named in Warrant 

Name 

Address 

State of Maryland, 

To The Sheriff of 

To Wit: 

, Greetings: 

Warrant Return Information 

Cepi ______________ _ 

Sheriff _______________ _ 

Date Warrant Quashed __________ _ 

Social Security No. ____________ _ 

Police Ident. No. ________ ...__-----

Date of Birth _____________ _ 

Race __________ _ Sex 

Whereas complaint has been made before me, the subscriber, one of the Judges of the 
• in and for ,upon the information and oath of (Name) _________ ......-__ 

(Title) _________________ who charges that the arbove named person, 00 the 
____ "--____ day of-in the y'ear 9£ ---. io the said 

city, did 

You are therefore commanded forthwith to apprehend the said named person and bring --.-__ _ 
before the subscriber, or some Judge of the sitting as of the Crimir.al Court of 

.. to be dealt wh.h according to law. 

Given under my hand and seal this ____ day of ________ year ___ ----

Judge 
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Form #5 

HABEAS CORPUS AD T.ESTIFICANDUM 

INDICTMENT NO .................................................. . POLICE IDENT. NO .................................... ' ........... . 

PART ........................................ ,' ............ ' ....................... . D.O.B ................................................ ; ......................... .. 

RO,OM ........................................................ , ................ . ISSUED By ............. : .................................................. .. 

DATE ............................................................................ .. PHONE .......................................................................... . 

TIM E: 9 A.M. 
\ 

YOU ARE HEREBY COMMANDED TO APPEAIZ IN PERSON 
UNLESS YOUR COUNSEL HAS ENTERED HIS APPEARANCE IN WRITING AT OR 
BEFORE TI-iIS TIME. 

0l111'· §tat.e of !la.rylanb 

TO TIiE COMMISSIONER OF CORRECTION, GREETINGS: 

You are hereby commanded, that you have the body of 

........................ , .................................... detained 

under your custody as it is said, by whatsoever name he may be called in the same, 

before the Criminal Court of Baltimore to testify in the case of the' ~tate of Maryland va. 

then and there to be tried. Irunate is 

required to appear from day to day until conclusion of proceedings or until excused by Judge. 

Immediately thereafter the said. .. .... ", ......................................................................... . 

shall have given his testimony before the said Court to return him to said prison, and have 

you then and there this writ. 

. 
Witness the hand of the Judge and the Seal of the Criminal Cc;>urt of Bal timore this 

.................... day of ......... . .. ., .... '. '" ..... ..... ........ .. ....... A. D., 19: ........... . 

Judge. 
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CRIMINAL COURT OF 

APPEARANCE NOTICE 

Form #6 

CASE NO. ___ , ___ _ CHARGE -, _._, ... ,'----------------

DEFENDANT 
FULL NAME ___ _ 

MR. CLERK: 

PLEASE ENTER MY APPI::I\HI\N,"! 'i1L I\BOVE CASE(S) FOR THE DEFENDANT. 
----------_._---_.-.--_ .. 

CO) ':PRESENl A nON 
.- (Check One) 

o Private Attorney (AD J-! 

o Public Defender (APD) 

o Panel Attorney (APA) 

TFIiAL NUIIFICI\TION INFORMATION (PRINT OR TYPE) 

CITY/TOWN ZIP CODE 

--,.-"..,:-,-=c-::-=------'-----,.-.--
ATTORNEY SIG!'IATURE 

B-Sl 

CLIENT SECURIT,Y NO. 

ATTORNEY TELEPHONE NO. 

DATE 
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STATE O~ MARYLANO 

VS 

Form #:7 

IN THE CRIMINAL COURT 

OF 

CASE 1\100_ 

IN THE CRIHINAL COURT_O=F:.,..· __ 

Election of Court Trial or_Jury Trial -----

I know that I have a right to be tried by a juvy of 12 
persons or by the court without a jury .. I am awar~ that 
before ia finding of guilty ina jury trJ.al all 12 Jurors 
must find ·that I am guilty beyond a ~easo~able doubt, ~ 
am aware that before a finding of gUJ.lty J.n a court trJ.al 
the judge must find that I am guilty beyond a reasonable 
doubt. 

I herepy elect to be tried by: . 
(insert "the court" or "a jury") 

I make this election knowingly and vo;untarily and with. 
full knowledge that I may bot be permltted to change thlS 
election. 

Wi tness : 

Date : ____ < __ _ 

B-52 
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Form #8 

Form 722BB 

IN THE CRIMINAL COURT OF o <~'tate of Maryland 

________________ Plai/lt~ff Indictment No. 
Vs. I.D. ____________ ~----

AiUComplailil _____________ _ 
_______________ Defendant 

.BAlL BOND 

KNO WALL PERSONS BY THESE PRESENTS: 

That I/we. the undersigned. jOliltiy ulld severally acknuwledge that /Iwe. our personal representatives. successors and 
assigns are held andjirmlybound UlltU llze Stale ufMaryland ill tlze pellulty sum of . .......... Dollars ($ ... , ............ ) 
to secure payment ofwhichCthe 0 defendant 0 surety has. as collateral security: 

o d,~posited 0 in cash or 0 by certified check 0 the full amount of $ . . . . . . . . . . . . . . . . or o· an amount equal to the greater 
0/$25.00 or . ................ % of the pellaity sum. 0 pledged the fallowing intallgible personal properly •..• ...... , 

. 0 incumbered the real estate described in the Declaration of Trust filed herewith. or ill a Deed of Trust dated the ......... . 
day of . .................... 19 ....• from the undersigned surety to ................... , ....................... . 
to the use of the State of Maryland; 

THB CONDITION OF TH'S BOND IS that the above-named defendant personally appear. whenever and wherever re
quired. in'any court iir which the charges may be pending. or in which a charging docume"t may be filed based on the same< 
acts or transactions. 0' to which the cause may be trallsferred. removed. or. ilfrom the District Court. aP1!ealed. 

IF. however; the defelldunt fails to perform the foregoing condition. this homi shall be /orfeitedforthwith. fot' payment 0/ 
.- the above penalty sum in accordanc~ with Jaw. . . o IT IS AGREED AND UNDERSTOOD that this bond shall continue in full force and effect until discharged pursuant to 

section} of Rule 722 (l1ai/ Bunds). . 

AND the· undersigned surety covenants that the compensatiu(l chargeable in connection with the execution of this bond 
consisted of a 0 fee 0 premium 0 service chargefor the loan of money or other 0 (descn'be) ......................... . 
. . . . . . . . . . . . . . . . . . . in the amount of $ ............ , ............... ' ........................................... . 

IN WITNESS WHEREOF. these presents have been executed under seal this . ...... " ...• day of . ............• 19 ... . 

(SEAL) 
Defendant 

. .................................. (SEAL) 
Personal Surety 

(SEAL) 
Personal Surety 

Surety-Insurer 

By: .................... ..•.......... (SEAL) 
. Attorney-in-Fact '. 

nj 
V' 

SIGNED. sealed. and acknowledged before me: 

.................................................................. e,., .......... t._ ........... . 

Address of Defendant 

Addr~~~'~js~;~iy""""""""""""',""""" <.< .... 

Address of Surety 

.. .................. I .< .......... ' ........... t •• I ...... I ...... I·., ....... . 

Address of Surety-Insurer . 

.......... ~_ .............. f •••• I.' •• fl •••••••••• ~ •••• ,f ••••••• 

Power of Attorney No. 

~ •••• " •••••••• I •••••••••••• "" • I • , •••• , • I .. ~ •••••••• I • I" • 

,\; Commissioner/Clerlc/ Judge 

I;' 

of the ...... , ........... "<' •••• < •••••••• " •••• , •••• Court 
\~) 

for . ............. ; ........ , •. >.'< ... .' .", ...... County/City 
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Fonn 722A/S 

IN THE CRIMINAL COURT OF 

AFFlDA VITOF SURETY 

STATE OF MARYLAND: CITY/COUNTY OF 

_______ : (TO WIT: 

Form #9 

The undersigned Surety 011 the bail bOl/djiled herewith. having been sworn individually or its undersigned 
agent havillg been swom individually alld 1m behalf oj the Surety. deposes alld says under oath that: 

1. Surety is duly authorized to execute the bail bOlld filed herewith to the extent required by law. 
inclUding any applicable rule of COllrt. U' SurelY is WI iI/surer. surety is authorized by the insurance 
COlllmissiufll!r f)fthe: SIllll! o./Murylalllj III writ!! Imil bUilds il/ this State. 

2. Surety is not ill default ill the paymem oJallY bail bOlld executed by Surety which has been Jorfeited in 
any court of the State ofMaryland. 

3. If the bail bondfiled herewith is executed by a bail bondsmall as agent of a principal he is authorized to 
engage the principal as surety 011 the bail bOlld pursuant to a general or special power of attorney which is 
valid and subsisting. 

. And any undersigned agent who is a bail bondsman further deposes and says under oath on his own behalf 
that he is duly licensed w write the bail bond filed herewith to the extent required by law, including any 
applicable rule of court; and that if the bail bond is executed by a bail bondsman on behalf of a Surety which 
is an insurer. he holds a valid and subsisting licellse as all insurallce broker in this State. 

SWORN to and subscribed before me this 

Signature of Surety 
(or name of Surety) 

(Address of Surety) 

BY: 
(Signature of Bail Bondsman or Agent, ifany) 

(Address of Bail Bondsman or Agent) 

day of 19 

Com missioll er/Clerk.l Judge 
of tile Court for County/City 

B-54 

Form no 
CRIMINAL COURT OF 

STATE 0].' MARYLAND 

Hm. :\IJ. ____ _ 

I .D. ~,O • _______ ......;_ 

A. R. ~.:() • _______ _ 

-----_ .... -.---. __ ._----

DECLARATIOX OF 'rIWS'!' 01" l{K\L ESTATE 
TO SECUl{E IJEI!l·'OlL\IANCB 01" :\ BAIL 'HOI\ f); 

STATE 01·' i\fARYLAND. 

The u!ltlcr:;i~ncu 
•••••••• •••••••••••• 0 •••••••••••••••••••••••• , ••••••••••••••••••••••••••• 

of ....•...........•..•.. 
(hl?re.i~/(lfll.r joil/fly u1/d .~c·.;~~~i!i; ~·;.)~/:l:<·J 't;)' ~.~. ;'.~;,;·;·iij: 'j~' 'o'rd~~: 't~' ~~~~~~ . t~~ 'I;~;idr'~;;;~:" ~f 
~.h~ b:lIl. ~oll~1 ull.llt:x~d 1.lerelo. UI::1iI!r'lirst sworn (VI'. if SUrely is a corporatiCJiL. its ;.:r:dersig7l-P.d o!;:('~r 
uel7/[J !l/st SI'JIJ/I/). acknowll::uJ1t~s llnd dE:chm:s und,;!' oath :IS folows: .'. . 

That SlIl'<.:ty is. without allY oWlIership ill any ot.hel' [l~rson. th~ owner of 0 " f!:" simpJe o.!:Jsc.!:Ite. 

or 0 n leasehold subject to all anllulli ground rent of $ ..... '" ................ , in certain Ja:1d ",;.d 
prl:!miso::s situnte in the . . . . . . .. . . . .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . • . . .. . . . . . . . . . •• l\rar~' !~ntl, 

lind de~cl'iucd as ............ '" •. tr~.:(O;r·I,~t: ;.I:":~: :lIl.dh:hi"'~I·t.~ ~I;h~; fi~:~i;l;j~n·'· ............. " . ' ..•......... ; 

that. ~lIrct.~·. is. [:oml.Jetellt to I!X~Cllll' a ~lJll.v"yancc of said Janel lu:,i premises aI:d :l:at Suret,· h.:!'.::Il\· 
holt.l

t
" .lfe ~,l.lIl. III tll1St to the USCllllU .~ubJt:ct to the ,le!Tl:.:ud of till: Sliltc of .i'lIr&l'-:J:.:"c! ;"s collat"r~1 se. 

curl y 1ur thc performance of thut bond. • •• .. 

'l'~Jat ~aid property is al;ses~eu for $. . . . . . . . . . . . . . . . 2 S . . follow~nrr IJIcumiJl'l!nc:es lihould Lc dEducted: x =.' .......... ' .. '" from which the 

Ground rent c .. pit:Ji;;~d uL G5:. 
.i\lorll:a:~~ .. ;/D"eus (If Tnwt tot:.d!in!{ 

Fedel'a}'!)(ate 'I'll:;: Liells 

Mt'Chank:; J,iells 

• IUiJR'IlI"I:t & O!ht!r LicIls 

OtJII:!' Ull'st.altuim, l;uiJ 1l01ll1~ 

Tol..'li IIICl:mb,:ullc!<!l 

$ ............... . 

$ ............... . 

$ .............. :. 

!;i ............... . 

$ .............. .. 

$ ............... . 

-$ ............... . $ .............•.. ' 

.............•....• , .: .•......•.••.•• (SF. ,'..L) 
'~~:";ll 

........................ ' ............. (Sr: .... L) 
(S"r":J' 

By ..........•... : ........ '" .••.•••••....... 

SW01!:\ 1(,. ~hrl1"d. M'al'::ll :lIlti :'l·::;~(I\'.'JI!J~:~ll I.'<!fl.'!'h 1':<), this ., .... ,. :.,. 
of ..................•...• 1!l ..... 

,·r I ltv CRWlr<t!.. COURT or 

•.••••••••••.••••••••••• '.-.••.•••• (;Q\lr::.\'. i:.·y 
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Form #11 

CLERK 
CHIEF DEPUTY 

CRIMINAL COURT OF 

TEL.EPHONE 

Date: 

Name: 

Ind./lnr. 

Power 

No. 

To: 0-

F'rom: 

Subject: Bail F'orfei ture 

You are hereby notified that Bail was forfeited 

and a Bench Warrant issued on 

by _...,..-__________ , Judge, in the abOVe captioned 

case. 

Clerk 

II 
Pile ': 

I} 

,Ba,flo:r, 
State's Attorney w, 

722 N/P B-56 

Form itl2 

CRIMINAL COURT OF 

"i~ 

l':t~t4 j';~' .......................... , .. . Ji1j'.,;"J ' , 
:~.,t...J • ]fI \ Polio ... i',"';" ••••••• ,,,i)l: ,1.11) 

,,->\;;:!~,.~~ 
l10cke t ............... .. 

• .................... 
.~ 

l~ctiQn Co~mencad 

l'V 
" .J. 

!-'lai.ntiifs :/,t:torney 
Criminal Case :-:0. -----------------
TO. No. 

/ 

Defendants Attorney 

I)"r-~ND.·\NT' S COSTS J $ 
~;"::' .. \ TE r.F ':; :rtr .. \.'.') _ 

iJ,s .. I.!, ~ ,.,,(-:-\ , 
I~~J/ . .:'_('I" .. •• 'u_' li ... .:..1." 
j -/)7t~" lI"rj'../ ' 

1;'! 'I" ~TT\'( r,:y '.'JlJ::;PC;(W, " r h~:ce to se t my hu.nciand, affix 
t!:C" ~,. ',l ,'I":I~' $;i'~td \...')llrt this 
('la' 0"" • • .. •• e ..................... Q 

... .). .r.. .......................................... ...'\ •• D., 19 

r.:i/7i~ (I ... , ,.!.; ,r)IJ,IIIJ· I \.I,JJ~ I't'I,1 

/J In ,:;, ft'~ (·c .•• 11" '1'0 ... < , ••••••••••• !' ....... e ••••••••• e .••• : ••••.••••• 

i It' Clerk of the Criminal Court of 
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" '-" ." .. _ ... ~ _.,. ________ ....... _____ ----- __ " __ , --":;'_0- ____________ -.'\~-------- .... -=-__=....~ 

DATE 

/ / 
CRIMINAL COURT-OF 

~ ." "-. . ' ....... 

CAS;:; t'.'U':BER 

10 NUM8ER 
h

- -'. .. .... , 
·r- \ ' i . :~- '"" 

/ 

\,1, ' .. ,..... ~ .~.,' 

\ • I .... j '-STATE OF MARYLAND VS. 

You ARE HEREBY 
IN THE A

I .' .... ,# 

';: .. --; ...... .. 
v 

ON .. · ... 
~w .... _t 

--~ 

TYPE OF PROCEEDINci' -'-" 

r 

L 
DEPUTY NO. ____ _ 

~ 
l:-:.:;::: 
t __ ·-..---

\ l ...... , . ..-~ 
\ 

\ ,;..;-
.-" 

ASSOC ..... 
CASES ,.. 

V'" 

---:... ... ----._ .... _----._-.. --... -.---.. ~---.~-- -- ---_ .. _-,... 

.' '-';.1 ... 

_.' .... ~ .. I 

IN COURTROOM 
ROOM AT 

FAll UflE TO APPEAR ON TIME MAY CAUSE YOU TO BE 
CHARGED WITH COh:TEl-IiPT OF COURT OR A WARRANT 
TO 8E ISSUED FOR YOUR .o.RREST. 13R:NG THIS SUM· 
MO~:!': \',ITH YOU TO COURT. 

BY ORDER OF COURT 

! .' .. 
,,' 

'" 
CLERK. CRIMIfIAL COUR T OF 

SHERIFF OF 

.... __ , __ -,"1-1._ _ -_ .... - •• __ - " . 

::; .. 
L 

r 

I 

\ 

.............. -_. ___ ._ ... ____________ -'-__ ,_i'J 
tY 

il" 

",---' 

.:,\ 

,..,. 

I 
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Form #14 

CRIMINAL COURT OF 

PROPERTY RECEIVED f-\S EVIDENCE 

PART I 

Date: ..................... . Police Case No .......................................... . 

Placed in cllHtoily or (~Il'I'k 01' lil :,iglll'\':' •••••• ~.,... ......... ••••• ...... •••••• • ••••••• '0" ....... , ............................. , .............. , •••• ~., 

By Olficer: .... Police Dept ..................................................................................... . 

State YH .• 
Cuurt Docket No ...................................................................... . 

ITEMS: PROPERTY NO. 

1 .............. . . ~.- ............. ~ ........................................... -..................................................................... .. 

2 ........ . . .................................................................................................... , ...................... . 

3. . ............................... u •••••.•• , •• .,. ...................................... ,' ...................... . 

4 ......... . ,,0 ...................................................................................................................... . 

5 ........ • .•..•••. ,., ..................... ~ •••••••.•..• n' ................ ·• ....................................................... .. 

6 ............ .. " • " •••.• ~."., ....................... , •• :>.:t, ~ .................. H .......................... - ................................ . 

7 ..................... .. . ..................... , .. , .... ~ .... "~" ....................................................................... -.................................................................. . 

8 ........ : ............ . . ................................... , .. , ......................................... , ....... : ........................................................................ . 

9 ...................... . • .... ~ ....... 0- ••• , ••• "H ............. " ..................................................................................................... ~ ....... .. 

10 ........................ . . . ~..... . ............................................................................. \ ................................. .. 

11. ......................................................................... ' .• , ........................ H ............................................................. ~ ................................. , ......... .. 

12 .................................... .. ," .. ~. .. . ..... . .......... ~ .................................................................................................................. .. 

13 ............................ . . .... .' ~ ..... ~ .......................................... ,.. . ................................................................. .. 

14 ........................... . ............................................................. , ...................................................... . 

15 ............................... . . . '" ... , ......................................................... ~ .................................................................... .. 

.............................................. i .......... ~ ................ n· •• • 
... . .... ............ . ................................................................. ~............... . ....................................... .. 

Officer /1,111" ('/.')'/" III Caliri or /)c.I"i!/III·(" /Jlllr 

PART II 

Ev.idence returned to: .................................. . .. ' Police Dept ................................................ . 

Returned by: ..... ~ .............................................................. . Date: ........................................................ , ..... . 

Evidence Rec. Form No, ...................................................................... . 

THIS FORM IS TO BE COMPLETED IN TRIPLICATE WHEN THE EVIDENCE 

IS RETAINED ~YTHE COURT 
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STATE OF }!ARYLAND Case No ........ : ......... _ ........ __ . __ ... . 

VI_ 
Docket ., ........ _ ....... ____ .... __ oc •• _. 

Tez:m __ .. ____ ._._._ •• _ 19' •• __ _ 

• • • 

Charge or Otrerule (Spt;~fry' it:) til l!i\ch count ill indictment)· 

-~------------,!;f-----

PIJ!)' 
'!'rial by (Court) (Jury). JuJ~e _________________ _ 

Verdjct:(Sp~i:f:r on fmch count) 4 --.--____________ ~----

Date of Verdict ________ Date Sentence Imposed _-... _____ _ 

SENTENCE: 

Prisoner is commiLi()J to the jurisdiction of the Commissioner. of Correction 

cor.a.mencing on ______________ for a period of _, ______ _ 

Truly taken from til," D()c!cet Proceeding'S of the Criminal Court· ot 

In testimony whez-llof. 1 ht::reunto set my n~me and affix the seal at said Court this 
.:-_______ l.hi;; of -.;.. ........ _________ .;...._1 19, ___ _ 

_________________ ~----__ - Ouk 

• In accord:uIa: with M~Jr.·uiJ !.tul.: of I'r(Kecure 76J, P:1r.Igr.lpill (3). (4) amI (5) •. 
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(-)1"1. r'.j,' 'I~' '.\ ,'u' P 1''')'1"10 l) '\ l'lON 1\.,,/1. .... , .'. ._ \. l \ _ u. 
Form #16 

(UnJ",. Art, 27 - S.:.·. 1'j·;JA - Afl,:~ i uJ,:m","t oJF ConlJiction) 

STATE Ol~ ~,rAI~YLAND IN THE 
CRIMINAL COURT OF 

D'Jck~ t No ..................... ___ ._ ...... _._ ...... __ . ____ _ 
Ciw.rg~ (s) _ ................. _ ... __ .. ____ ._._ ... ____ _ 

Convicted of: 
Count (s.) _ .. _ ......... _._ .. _ .......... _____ . __ . ___ _ 

Charge (s) ...................... __ ...... _. ____ .. _. __ . __ 

. . Iden t. No ........................ _ ... _ ... _ ...... _____ ._ ........ __ ._ .. _._ 
, 

It is ORDERE.D, this _ .. _ ... _ .... c1:J.V' of .......... ~ ........................ .: ...................... , 19 ........... _.,· by tpe ...... _._ ............ _ ....... _:,:-. 
Court for .. : .... ___ .. __ ..... __ ... __ .. _ .................. ; by virtue of the authority' conferred trpon it by the laws of 
the Stat~ of 1bl'yland, th:.~t 0 tlic impositioll of sentence is 3tlsT)ended or 0 the execution of the sentence, 
of .. _ .. _ ... _ .... __ has been suspellucd, tot' the otfense of ....... _ ........ _ ................. _ ............ ___ and 
the defendant is hereby released on ProQ<1.tioll 0 unuer superv15ion of the Maryland Division Qf Parole 
and Probation, 0 \yithOLlt slIpeL·vi:.iion £0(' u. period of ............... : .... _ ...... _ ... _ .. __ ... _ .. _ ........ __ .... , effoctive this ""---'-
day of ._. _ .... _, 1Q ...... _· , subject to the following conditions: 

1.' Report to his Probation A;~'~llt as dirr.;ctetl and follo""i.his lawful instructi.ons; 

2. Work or attend school regularly ag direded by his· Probation Agenc; 

3 •. Get permission from his Probation Agent before: 
a. changing his horn~ :.1.l1dr~g3; 

b. changing his job; 

c. leaving the State oti\(arylanu; 

d. owning, pOSSE:5;,h1~t, u'iing', or having under his control, any dangerous weapon or 
iir~arlIl vi :lollY d,~;:,cdpt[CJll; 

4. Obey all laws; 

5. Notify his Probation AF;"'11i: at once, if arrested; 

6. Permit: his P('ob~.tion Ag'~;nt to vi:Jit his home; 

7. Appear in Court 'shell noWi~J to do so; 

8. Shan not megally possess, use, or sell :lny n.u·cotic drug', "controlled dangerous substance" 
or related paraphernalia; 

9. Shall pay, throug-h the Divi~ion of Parole and Probation the sum of $_._._ .. _ .. _._ ........... __ . __ 
as follows: 

o Court costs of ~. __ ._ .. _ ... "._ ... ______ ._.: 

o Fine of ~ .. ----.... ---....... -.--- _._; 

o Attorney fee of $ ........... -... --., ........... ---.----.-- t9, - .. _. 
whose uddress is. ___ ... _. __ .. _._.... . .. __ , _______ _ 

o Restitution of !? ... _ ... _ ... ___ .. _ .. _ .. _ _ __ to _ ... _. ____ , _______ _ 
whose utldl'e!5s iti. .. _ .... _ ...... ___ ...... __________ ..... _ ... .,..-.. ,--_________ _ 

o In such inst;J.llments as the Divi:lionshull determine and direct, or; 
o In installm~nts of ~ ............ -....... -... _-.. - .. --_.- per· _____ . _________ _ 

10. Special conditions as follo',vs: 

.. _---_._ ... -.. _ ...... _._-_._ ... -----_.-_._---
--.. -... --.... ---.. ~--- .. ------..... -.-----.-------.. -----r----__ .. _____ .. ____ . --....... - ... ----_. 

Your first appoiritmcut witll your PL'obution Agent is _______ ._. ____ , 19 .. ____ , and 
the place to report is _._ .... _ ............ _ ... _ ... , __ ....... __ . ___ ...... _ .. Your failure to report could 
result in your arrest. 

B-61 Jud'J~ 

1 
1 

-,J 

~-"-~-

o~· 

A..,.. 
U'~ 

! 'J ';;;.1·· .. ,') /)i;,t'·,!';I/\.'·l"\·'l·o:· .. r 
~i 'i.ll ,J\ .. !. ... ../ •. ~ ".l..'.'\.J .. _J. . J '4 Form #17 

(U"da Ad. :.If .,,- S~r:. 292 UJ' Scc. 6,11) 

Ys.. 

IJ'l.J THE 
CRIMIN,U COU;{T OF 

..................... u·· .. •••••••• .. •••••• ............................ u 

Ch~rge (3) .................................................. " .............................................. . 
Cunvicted of: 

Count (s) ................................... " .................................. : ............................. . 
Charge (5) ............................. _ ........................ _ ............. _ ........................ .. 

Ident. No ........................................... _ ............ _ ..... _ ................................... . 

It is On.DERED, this .. ~ ...................... day of ... : ....................................................... , 19 .......... ; ....... , by the .................. _ ... " ........... _ ......... . 
Court for ............... -........................................................... , by ':irtue of the authority ~onferred upon it by the laws of 

the Slate of Marylalld, that the dl~t'endant, for the otfense of ........................................................................................................... . 
is hereby rele:l~ed on 0 probation under Articl~ 27, Section 641, or 0 probation under Article 27, 

.. SectiQ'~ 292 of the Annctated Codt! of ::'I(:1l'ytand, 0 under supervision of the Maryland Division of 

Parole and ProbatioIl, 0 without Sup'!l'\·i:3ion. for II l;eriod of ....................................................... , ............................ , effective 
thi:) ...... _ ...................... day of .......... .,., ................................................... , 19 .................. , subject to the following .conditions: 

• < , 
1. Report to his Probation Ag-'':!lt as uirecte~ and follow his lawful instructions; 

2. Work or attend school regulal'ly as directed by his Pl'obati,on Agent; 

3. Get permission, from his Probution Agent before: 
<l. changing his home ~lddre:3s; • 
b. dumgillg hi;-; 'j0b; 

c. leaving thee Slut8 of .\LJ.rylnnd; 
o 

d. owuinG', ~u:;::,'·:..;i!l.\!', u:-;il1',S or having under his control, an:r dang-erous weapon 0:1; 

firearm' 0r a;,1 dl:~aiiltion; 
. 4. Obey all laws; 

5. Notify his Pl'Ob:Hl0fl Age!lt (\t once if arrested; 

G. Permit his Pl'ol>atiol~ Agt2l1t to visit his home; 

7. Appear ill Court when notified to do :50; 

8. Shall not iIlt~gully P()S!:it!;;~, use LH' sell allY nurcotic drug, "controlled dang~l'ous substance" 
or related l)araph~rtwlb;' , 

9. Shall pay, through the D(\'ision of Pal'ole and Probation, the sum of $ ........................................................... . 
as follows: 0 • 

o Court costs of $ ..................................... : .............................................. ; 

o l\.ttorney fee of ~ .................... " ..................................... '.I; ........... to ......................................................................... _ ........ _ .. .. 
\vhose address is ...................................................................... : .................................. ; ........................... _ .......................... _ ... ; 

o Restitution of $ .............. , ............................................................... to ...... _ ................... ~._ ....... ~ .......... ~> ....... __ ............... _. __ _ 

,vhose adclress is ................................................................................................ : ......................................................................... _ 
o In such installment3 as th~ Division shall determine ulJd direct or; 

o In installments of ~ ............................................................ pel' ............................................ : .................................. , ....... " ..... _; 

10. Special condition~ as follows: 

............................... - ................ ~ ................................................................... u ................. n ................ _ .............................................................................. _ •••••• 

......... _ ......................................................................................................................................................................................................................... _ ................. . . 

............................ _ ............................................................... ' ........................................................................................................................................................ . 

Your fil"St appointment with yOUL' Probation Agent is ................................................. ~, ..................... , 19 .................. , and 
the pLlce to l'eport is ............................................... " ........... :...................................................................... YOUl' failure to report cotdd 
result in YOlll' Ht'l·'>::;t. 
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Bill Received by Deputy Sheriff 

Posted in Costs Recard on Page __ 

Folio 
Case 'No. ____ _ 
Docket ____ _ 

sr£ATE 

VS. 

ADDRESS 

ClIARGE 

POLICE IDENTIFICATION NO. 

,J O· ~ 
'. :' .i... 

i' 
c, 

" 
" i' d 

" 

'Y ..,,,.. 41 f 

. T~rUCATE it 
![, 

Date 
DISPOSITION OF CASE - COSTS It 

District Cou,-t Costs:~ ___ _ 
Fine: _____ _ 

State's Attorney _____ _ 
Clerk: ___ _ 

Sheriff ___ _ 

A t tor n e y ____ ~ ______________________ _ 

State Injury Fu.nd _____ _ 

Tc;wuu,,-:======= 
District Cou,rt Fi~ ~ Costs and 
Security Costs Paid ____________ _ 

Amount to be Paid. ____ _ 

Amount to be Refunded_-..:.. __ _ 

Bala1/..C!: of Costs to be Waived. ____ '--__ 
Judge. 

i~ 

'" 't 

!t 
;r 
:f 
it 
!I 
" 
I~ 

;} 
·f-
r 

!; 
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:r. ,-
it 
If. ,p 
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rl 
CO~TTEDI _______________ ~ ________ ~___ l~ 

PAID II' 
SHER~F~~-----------------c----~ ______ ~--- If 
Payable Throu~h Probation Dept.' 0 1 

~~~~~~~~~~~~ 

"'0 ....... "., 
II>: ..--

!\:.. 
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(.': 

'. \1 
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Form #19 

Docket ___ _ 

·No. ____ _ @rhtt1tlUl (!Iourt Df 
________ ~ ___________ T~ 19 __ 

~o the Dep.1ri.In~nt of Correttionnl Services. State of :'llar::dnnd 
Hcct!ption -i)i:l~~'lIu:;ti\! 8.: Classificatiofl Center 

\Yan!'.!ll or lh~ .\[aryhind Pl:nitenUary 
,;)j.( l;'i)rrcst Street 

DalLill1orc, _'Iuryland 21202 

Ue[f::fJ.se !romyour {nstituticm and Cu#ody the body 

0/ ___ -_-.--.. ----.. -----.. --------- now confined in V07.~r Institution. 

onchd.1·r;e of __ . --.• '- - .. .,,-- .• - .... -.----------__ ..... _______ _ 

BY ORDER Of TH;:,;: t:i.JURT. A1'T£ST, 

B-64 
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Form f20 

c') 

I 
Docket 

No. qJl·hltillUl" QInllrt Df 
1·, 

(.l 
(·1 

·-------_____ Term 19. __ _ 

TO THE'\'VAl1DEN OF THE JAIL 

of -.. --.--.--:.-,.--.~ . .,... --'_._-_._,-----------
no'w .confined in 7Jom~ Jail oncl!arge of --.. ------.-.. -'---!----...... ~-----_ N 

------------.. _--.. _ ..... _ .. _._---_ .. _-' .... _--------...--------
BY ORDER OF THE COURT •. ATTEST, 

- ___ ._ .. ___ .......... 19·. __ 
....0-•• _ •• _---_._--------

Clark. C~hulAal Court of 

·J·~=================:===============dl 

'. i 

.... 0····;1 
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Form #21 

, 
REPORT OF CONVICTION OF LARCENY OR INFAMOUS CRIME 

. \ 
Per Article 33, Sec. 3-18(a)(2), Annat. Code of Md. 1~76 

I..aat Nama Flral Nam. Middle Age Sex I InlUaJ 

J !i 
SI, .. i Add, ••• Oale 01 Sinh I~c 

IE~ 
l.l~ 
i 

Clly 0' Town Counly SIal. ZiP 

'. 

allen ... lnt:ludlng Sialulory Relereneaa I Furnish Any 
I Additional O"en ... 
I. and R".,enell 

L.nglh 01 Slnlene •. Including Susp.n~lon andP,oballon Call Sentenced 

Clerk ollhe Coun 01 

, NOTE' Mosl misdemeanors all. nOI "Inlamous" unl.as III.y Invol"'; en .I"".nt 01 'r.ud, '09500 I tlOlC .. ii 0, currupllun. All lelonles .rll "IIl1mous. -- .. - ,_._., 
.,-;... 

._-- ---_.- ----'--.--

o 

.1.', 
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IN THE 

CRIMINAL COURT OF 

STATE OF MARYLAND 

VS. 

Date 

NOTICE 

Form #22 

CASE NO(S). 

CHARGE(S) • 

(c) 
In accordance with Maryland Rules of Procedure 782 (a) .. 

you are hereby notified that.on ______ ~~--__ ~--, the States 
Date 

Attorney for entered a 

in the above ca.ptioned case ( s) • 

Original-Fil·e 
cc: Defendant 
cc: Atty. of Record 

Nolle ProsequI/Stet 

Clerk 

(Any inquiry concerning the above proceedings - contact the 
State's Attorneys office ). 

B-67. !t 
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STAn: OF HARYLAllD n: THE Cnn~UlL COURT 

* OF Form *23 
VS. 

* 
* 

Indictment ~ro _______ _ 
" 

* * * * * * * 

I hereby apply for review of ~ sentence in· the above 

case(s). I understand, and I hereby agree, that atter TTr7 present 

sentence has been reviewed, it rr.ay be increased (ur.less !Tf'J present 

sentence is the tl!.aximum sente.?'lce permitted by law) or dea eased, 

at'" left the same, and that any sentenc'a 'Which could have been given 

origina";, may be gi'veo. af'ter reviS1-1, except that a sentence o:t 

.death may not be imposed unless I a.'1l already u:o.der . sentepce ~ 

death. I further understane and agree that this application may 

not b~-1thclraw-n after receipt ot a notice tbat a hearing is to 

be held on thl.s application. 

I .believe M1' sentence should be 'ch211ged tor the tollow:1ng 

reasonsz (State any reasons yr::.J. believe sl;o~d be ccnsidered 

~ the l"eview panel.) 

Ii' 

11 

-'~'----------------~----------------------------~~---,...;-

--,~' --~-----------------------------

Defendant 

'Date =':-_________ --.; ___ "_' __ ---

B-68 

O~· CL. ••• 

'" 
TO: Chief Judge 

FROM: 

CRIMINAL COURT OF 

MEMORA~mtT}1 

~ Clerk 

Attached herewith is an Applicacion for Review of 

S'entence,. which has been docke ted in accordance wi.th Rule 762 

CReview of Sentence). 
-

E'orrn #24 

0, The .followiniS data is submi t:ted/~)for the use of the panel: 

..Defendan t: 

Charge: 

Indictment~ 

Verdict: 

.Judgment: 

Application filed. 

. , State's Attorn ey 

Attorney 
.; 
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Petitioner, 
VS. 

STATE' OF MARYL.<\ND, 
Re:;pondent. 

Case(s) ______ F_o_r_m_#_2_S __ 

Charge(s) 

PETITION FOI~ EXPU~GE;\lENl' 01·' RECORDS 
(PROBATION, NOLLE Pl{OSEQUtOR STET D.ISPOSITION) 

1. On or about· •.. , •.......••....•••..•••••.. : ., 19 ...... i I wa3 arrested by an. officer of the 

a ......................................................................................... ,:. ..................... "" at ........................ ' .............................. , 
0 ••• "l~,cem."' a.,fftcy' 

)Iaryland, as a result of the following incident ...•......•....•..•.•......••.••••..••••.•.••.•••• 

..................................................... " ........... e' ........................................................... '," .................................................. .. 

.,: .............................. ~ .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. • .. .. • .. .. .. .. .. .. .. .. .. .. .......... 10 ........................... :::.::::;., ............................................ .. 

and I was charied with the offilnse o! .......... " .•.......•.•.••. " ., ..... , ••..••••...•••• " •. ',' 

2. On or about ....................•...• 19 ...... , the chanre was disposed of as follows (I.:heck: 
·i;. • 

one ot the tollowini boxes) : 

o a judrment of proo:ltion withoutfindini a verdict was entered 

o II. N'olle Prosequi was entered 

o the calle was marked Stet 

3. ~Iorethan·threc years ha\'e pa:lsed since the uisposition of the' charges. and I hav,:,. nof since 

beencon\'icted of any crime. 01' any motor vehicle violation carrying a 'poslIible senten~e at imprison

ment; and I .:lln not now a defendant in a.ny pendin go criminal proceedin'l' other than for violation of 

Vehicle Laws of the State of :'laryland. or other trattic laws. ordino.nces .01' l·egulu.tions. not carryini' a 

possible sentence of imprisonment. 

WHEREFORE. I request the Court to enter an Order for Expungement of all police and court 

records pertainini to the above arrest, detention. confinement and charges. 

t .do solemnly declare and affirm under the penalties ot perjury that the contents of this petition 

are true and correct; and that the arrest to which this petition l'elates wa~ not made for any violation at 
th~ \'t:hk!e La.w.:! of the State of ~[arYland. or an), traffic law. Ol'dinance or rerulation. ' 

. ~ 

..... 0 ..... 0 •••••••••• 0 ................. . 
.................................. ·li~';'-_t~ ...................... : ....... . 

'D .... ' 

................. ~ ...... " ..... l';~;';'~~)" ..... 'I .... " ................ .. 

................ eo ...... ' ..... '. ~ .... (A.icI;.:..'~ , • ., ..................... . 

........ • 0 ••••••• '.!' .(;..~; ............... ,. ~ •••••• 

ADMISSION OF SERVICE 

S.rvice ot the foregoing petition is admitted this ....• :, ••. day of •.•..••. " ••••••••••••••• 

.. "",' ................ II: ••••••• ~ ........................... .. 

• (a .... I" .. 1 
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IN THE 

Criminal Court of 
Form #26 

Case(s) __________ _ 

Petitionl!r. Charge(s) 
VB. 

STATE OF MARYLAND. 
Respondent. 

ORDER FOR EXPUNGEMENT 
OF RECORDS 

TIlIt petitioner ••••••••••••••• ' ............................................... 11; •••••••••• -••••••• havin~ 

be.n found· to be entitled to e",punillmento{ the police and court recorda p.rtainini to the arrett. 

d.tention. or confinement on or about ............................ ',' .. '" .•••.•••••.•••....• 19 .... ' .. ;' 

at ....................................... '.' ........ '" Maryland. by a law enforcement oCficJ of the 

.. •••••• , ••••••••.•.•• ; . . • . . • • • . • • . • .. • • . • .. . . . • • • • • . • • • . • • • • • • • • • • • • •• it·. ia. by the Criminal Court of 
o.._I.~~. 

'. thia ......•.•....••.•.•.. day of:: ......••••••••••..•••••• 19 ..... .. 

ORDERE.D: that ell~h. of ~he following named custodiana. oC police .recorda shall exPunilt the 
reco~a pertaining to petitioner 3 arrest. detention or confinement and comply wlch"the proviaiolUl ot 
Secuon 736(c)(3) of Arti.r.I~ 27 of the Annotllted Code of Maryland (1975 Supplemln')~\ 

..... ,0 .......... , ............................................ to .. ,.-.-
............. ~ .............................................................. . . ... " ... '" ...................... ~ ...................... " 

, 
........... ' .......... '0 ~ ............ t· ............................... .. 

·I··········~········· .. ·················,,···· .... 
and it is further 

C?RpERED. that the clerk ser.·e a true copy of this Order on e~ch of the parties to this procledinr. 
and It lS further . . • 

O~ERED. that upon enrollment of this Order. that tha clerk and each of the followinr·named 
custodians of court records. in th is cause or proceedinsr. shllli ~xpunge and court records in their custody 
in accordance with Maryland Rule EXlO (Expuniement Procedures). 

• ....................................... -. ·0· .. • ... , ............... , , ..... """ .................. w:..:.~"""'" •• ' .................... . 
••••••••••••• '! ••••••••••••••••••••• ' ............. . . ... ~ •....••.........•. ~ ...... ' •..........•... ~~. 

.!" .............................................. . . ............................................ -.................. .. 
.nd it is further 

ORDER~D. ~at the follOWing public or private institutions o~ a,en~ies to which coun: records may 
have beendlsSemtnated are requl!9ced to expunge such records In theU' custody:' . 

>······ .. ····· .. ·········;f~k:.:~;········· .. ··· ..................... ~ .................... . 
.. .............................. ~ ... -.............................. . 

.................. .. ..... !' .............................. 1''''' .. : .... ~~ ........ ' ........•..•••...........•. ~ .. . 
. •.••..•....••..••.• ~ ..........•...........•... 

and ic is further 

. ORDERED. that the cl~rk serve. on each of the cuscodiaru ot records abov .. named. two ene copies 
01 this .Order; with a ·Certificllteo£ Compliance appended thereto . 

.. ... (fI" ..... • , ........ j ................... • , ................... . 

. (l'EAR A1.0~C; UNE) 

. State of Maryland CERTIFICATE OF COMP.LLANCE ·Case.No ...........•.... 

Thia is to certify th~t the foregoihg Order has been complied with this •••• .' ••••.••.••.•••• day 

ol ..•••..• , ...••••• ~. , .•....•.•.•••• 19 ..... 

_ .a.. .... at 11110 ........... ofC-oIio_ ...... .... "'04 
• ....., ~"" tAIl ._ .." ~ '- _ t'-"'W........ C. \N ... -. 
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,'.,'; Form #27 

IN nrECRH1INAL COURT 

OF: 

Indictment NO. 

ORDER'OF DISCHARGE, DISMISSAL 
.,AND EXPUNGI!'!G CRH-1T;-":AL RECORDS 

WHERE.£G, on ___________ , 19 ( , the above named 

defendant, charged wi th violation of the narcotic law,s under 

Indic:"tment KO. was granted proba ticm under 

the provisions of Article 27, Section 292 , Annotated Code" of 

~faryland; and 
jj 

w'HEREAS, the above named defendant has satisfactorily 

!ulfil,ledthe terms and conditions of (his) (her) probation: 

NOW, 'IHEREFORE, it is this day of ---------, 
19 • ORDERED by the Cri~inal Court of that 

is hereby discha,rged and, the pr5)

ceedin;s against (him) (her) are hereby dismissed, and. that any 

public: criminal record of the proCeedings herein a,re hereby 

,expunged. 

Copies ,to: Defendant, 
,State's Attorney 
Proqa tion Department 
Central f?eco rds , 
Judge 

JUlXiE 

Pol~ce Department 

\L 
S' 

\) 

, t ,,' 
, .) 

0-" 

0/ 
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IN THE 

Criminal Court of Form #28 

------------------------~-----Petitio'Jier, ' 
VS. 

STATE OF MARYLAND, 
Respondl:nt. 

Case(s) ______ -' ______ _ 

Charge(s) 

PETITION FOR EXPUNGE:\lENT OF RECORDS 
(ACQUITTAL on DIS')llSSAL) 

1. On or about ........... , .••.•..••.. , .•... , , . " 19 ...... ,I was arrested by an officer ot the 

..•.•....•. , ..... ,. , . " , , , , ,. '. , , " ,. , , . , , .. ' , , " . , ., " ,.,' at ,., •• ,."' .•.••.•••• , ••••••••• 
{law ."t~.nMnt a •• ncr' 

Mal'yland. as a res~if of tht! .folowinlt incident ",',', •••••... , ••• ,., ..•..••. : .••.•. , ..• , •.••••.••• 

> ' • 

•••••••• ................ .o ........................................ .o •••••••••••••••••• , ............. . 

............. : ................. , .......... ~ ................................................... . 
and I waS charsred with the offense of . , . , , .. , , , .....••.••••.. , . , .•• , .....••••.. , .,. , •..•.••• ',' • 

2. On or about "', .• ,', .. ,."." ... ,.,' 19, ... ' ..• I was tried and acquitted, or the said charie 

.' was dismissed or quashed. 

3. If less than thr@e years have passed. since the disposition of th~ chat'iC::I, I have attachedhel'eto 

a General W,\iver and Release, ' 

WHEREFORE. I r~quest the Court to ell tel' an Ot'del' fa I' Expun\rcmeut of 0.11 police and coul't 

recol'ds pertaining to the ni)oVelu're:lt. detention. confinement ami charges. 

I rio solemnly dec1an! and aifh'm und~l' the pennlties oC l'erjur~' that the contents of this petition 

are troe and correct. and that the arrest to which this petition relates was not marie tOl' any violation of 

the Vehicle Laws of the state of )Ial'yland or tl.ny traffic law. ordinance or ~'ellulation, 

• .......... .o ...... .o • .o.o •• .o .. .. 

,D.te) 
• •• ' ............. l~ .... ',~~"=~~~" ......................... .. 

....... ., .... " ............ ;H.~.;t~;"';l·" .......... ' ........ . 

, ...... i ........... .o ..... ; ••• ;.;,.; ........ ~ ..... ~ ....... . 

· ............... , .. :' ............... '.' ....... ',' ................ . 

• ••• '. , ••••••• ',i' •• i.,.i.;....:.; H:"i •••••••• , • , ••••• , 

ADMISSION OF SERVICE 

Service of thefol'egoinll Pt!tition i:s admitted this ,., ••.•• ,. day of ,. "j • •• : ••• " •••• , ••• , • , 

.1: <,I. 
• 11 11 • ......... "." .. ~ ••••• (i~"';';') ......................... .. 

B-73. 



" ·0'··"'~; v' , 

I, ' 
1 

Form #29 

GENERAL WAIVER AND RELEASE, 

r ..... , ............................. '" ................................ , hereby r~lense and fore-/cr 

discharge the .................... ' .......................................... , all of its officers dgents 
" " ,,' (lI.w .nr"reemonl ~.:encyl ' , 

andeml'loyees and any and all other persons from any and all claims which I may have for \'/Tongful 

conduct by reason of my arrest, detention or confinement 0:1 or about ................... , 19 ..•..• 

This General Waiver and Release is conditioned on the expungementof the rec;rd of my arrest, 

and prosecution and compliance with Section 736(c) of Article 27 of the Annotated Code of 

M~land,and shall be void if these conditions are not met. 

WITNESS my hand seal this 
!. - '''. ' 

• • • • • • • • • • e_ ... o' ................... , 19 ..... . 

TEST: 

, " " 
••••••••• '!' .......... ' .......................... " ........ '<I .. " ... , .............. ' ....... , ............... (Seal) 

Wim ... Sicnatlln 

'.,) 

:;. 
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Form #30 

DOMESTIC RELATIONS DIViSION AGREl!!MENT 

D~lslon Cu. No 

'l1,i. A" .. 'Cm~III, III~Je lhis,.,.. ___ .~,,",",, ____ uay of 
________________ .19, __ _ 

WITNESSETH: 

Thllll ____________ --------. I'.yor. _________________ _ 

Ullft'rereby a~ ... to (I'y lhruu~h lhe MarYlanu u;visiun uf Parole. and PrDbalion to 

_____________________ ...... Payee. 

who .IIrees to ac"cpt it l"r,lhe su(lponuf ______________________ ~--------

lhesumulS ____ ~ __ ---------~-----------------_----------

\r until ulhcrwilie a~recu UpOI;' or io; ,U~j,' p.nu~';~nay b. sct by an Order uf COlin, 

" 

Wilna> ~, __ -------------
P.yor ___ ,,-__ ...;. __________ _ 

WiInC~il.. _____________ .::....~_:_----
Payee __ ~-------------------

lNTHE 11'( THE MATTER.oF 

'COURT 

OF 
Com. Inl: Ii ...;. ________________ ....-

Division Case No. 

Dal.~, __ -_------_->-------------
CONSENT 

I; . ' " • uL'SIIIlIalcd as !layor'in Ihe aforc~oinK Allrccmenl. ;lIId R""pondcnl under this 
I=rin'in~1 Cllmplalllt. 010 ilcrelly CUI".mlu ll!': ,e,f".allc uf lhe (allowin" Orller bYlhl!, ,Coun of 

Respond.nt: ___ -----_----...... --_--

~ 
Upon the :'lur.~,;il1" L ... III.c"'ul;lhe,Rc.poo'.t~11! ""ined in lhis Criminal Cum plaint. itis this dlyof 

(\,c< '" ,,/'-'. " ".19 by the -::OURT OF 
~ /~_:')' _::: ~ 'co. ':"- "y .. 

O~De:RED. lhat lhc s"i.l.~C1po",l.nl lhall pay lhruugh lhe Maryl.nd Division uf Parol. and Probalion to lhe Cumplainant. the money' 
, 'I( '. . . -. ..-

p.ymc~15 lor m. de.iijllaleu uepcmlelit persUII~ .ctl;,nh in lhe abuvi Avrccmcnt. lor a period 

,.;...-:.......;;,. _________ -'-_____ ...;.---- subject to th. funher .Order of the Coun; and me said Respondent 

is hereby rcleiU.cdupon the fullllwtnK funher .'Illldiliuns: 
I.ThIt h;~h:lll mcel sUch aduitiunallinanclal oblig.Hons ~ m~y be set IQnh in the abuve AlfccmeDt. , 

l. 'That·~~ sliallin.mcUiaiely tCl'on 10 the 1,.;"le arid Probalion anychlll\Kcs.inhis siluation which affcct' hisj>ayment UDder this Ord«_ 

" ' , ·d' cd 3. That h\k.hall rcpun tu lhe I'>role :11111 .Prubatlon, .. hen lC~t to do 1,0: . 

" ... "That he,~hallllut ICllve the , norchlll1~e hIS address WllhUlthc • without finl havinl reponed suchcbani~ io the 
"l'robati.:Jn Dcpattn.ent. 

5. 'Th~I he ,hall ~ppe.r in Coun, belote ellhH lheJudHC or M ... ICt. upon notice setv'cd by lhe .Police Ooipanment or by, mail. 

0" nil'l h~ .hull pu>! bUllu in lh. amuUnl ,,($. which &'lilly be forfeitcd .nd tile said sum paid 10 the Complainanl. 
, . if the ResponaclII f .... lU cun.ply wilh lhis Or<.len .. f Cuun, ' 

Attnt: 

CI"ko/lh~ Court u.( 

FAILURE TO COMPLY WITH THIS ORDER MAY RESULT IN THIS CASE BEING POT INTO THE 

Furm Suo tUI\ .\UHf ljt~\:l 
CRIMINAL COURT FOR TRIAL 

B-75 
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Form #31 

.§tui2 nf 11lur!Jlilnb. 
• !II mt!: 

THI STAT! OF ~IAI!.YL"ND vs • •••••••••. - •••••• ---.:-..----. .-------_._----
charlted with the ollense of :-ION.SUPPORT. 

IN THE COURT OF 

INFOR~IATION. 

The State's Attorney for 
• duly authorized md empowered to investigate iIld prosecute the 

above .nueled c:uc in this Co un. on his oifid:l1 oath informs t.'le said CQUft that. __ •..• __ .. - •• ····-··----· 

............ _ .... _ ....... _._ ..... _ ....... _ ...... -_.-.. __ .. __ ..... -._-.-..... __ . __ .-. __ .. _-_.-
lace oi 

afor~d. on the .• _ .•. _._ • ..:.._ .• _._. _____ day of _______ .,-----. in the yeu 

of flur Lord ninetccn hundred and ............. _.. .t the City lior.,aid. on the said day in the said year. iIlId thence 

continu:l1ly uncil the ,by oi the brinlCinli: of this [nformacion. at the 
aioresaid, WllawfulIy U1d wiUully did 

nCilect to provide tor the ,uppurc .llld m:uncen:wce of hi. wife ••• ---.--.•• --.----••. ---------

~oncrary to the form ui the .kt of .~bly in .uch case made U1d provided. U1d ."ainst the peace, i\lv=t V).d. 

dilPlicy of the Scate. 

SECOND COUNT. 

And the Scate', .. '.!tomey aioresalJ. with powers and authority as aforesaid. informs the ,aid Court thu 

............... - .................... _ .............. _ .. _ .......................... _ .............. __ .. __ .. __ .. __ ... __ .------
lace of said City. on the said d.y in the said year. and chence conrinu:l1ly until the day of the briniin~ of thiI 

Information. :u: the City alore>;ud. unlawiully U1d ';'lftllly did nCli:l= to provide for the ~upport U1d maintenance 

of hi. minor ............... - ................ - •.•. --•..•• - •• ---••. -------•• -.-------

concrary co the iOITQ of che o\.~t or o\.:;s.:mbly in ;uch C:I.SC made U1d provided. and .1t:Unst the p=. ~vernment U1d 

Jia:nitY of .che State. 

B-76 

.t 

O .. o' 
.~ 

........ __ .. -.,----_ ...... ---
Form #32 

IN THE 

STATE OF MARYLAND 
COURT OF 

r:;; 

Domest ic ReJ,a tions Division 

VS 

Domestic Information No . ------
Bastardy Information No. ------
Date. _________________ _ 

RECOMMENDATION OF THE HEARING EXAMINER 

The Examiner resp~ctfully recommends the following disposition in 
the event of a plea or finding of guilty or the granting of probation before 
judgment: 

THAT PROBATION BE GRANTED: 

___________ Providing ______________________ to be paid before release 

'"""":' _______ Under Suspended Sente'nce _________ before judgment 

_________ To pay $ __ ~,l---------~per-----__ - ______ for~suppor~ of ___________ __ 

__________ To pay$ ______________ ~per ______________ on arrears (or balance after 
above or balance after above 
payment) 

_______ Payments to be made by lien 

_________ To pay amount to be fixed later due to ____________________ ..... _ 

OTHER ACTION: 

_________ Tha t sentence be imposed. 

_____ ..... _That rRfendant be referred to the Medical Services Division 

__________ Other ___________________ -c _______________________ -------------~ 

.' 

COMMENTS: 

HRF ORO 12-75 
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for Recorda removed from tht: files or 
the Clerk's Office of the Crimiuul Court 
of 

in the Case of 

STATE OF ~1ARYLAND 

Vs. 

_ ....................................... _ .......................... _ .. . 

Docket 

N unlher' ....................................... _ .. ___ ._ 

Description of R~ord8 Removed 

-.............. -..................... --.. -............ ~---

( hereby acknowledge reeeipt of the ,. 
aforegoing described Records . 

Records taken from the Files and de
livered to thereeipient by 

........................ __ ........... __ ............... ~ .... _G ..... _ .. 
Deputy Clerk 

Ollle .............................. __ .........•.... _ ..... _ ..... -

B-78 
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Forms List 

EQUITY 

1. Equity Summons 

2. Request to Reissue Summons 
. . 

3. Notifica~ion tb Parties of Contemplated Dismissal (1000- 2/77) 

4. MilitarY Affidavit 

5. Decree Pro Confesso 

6. Notice of Decree Pro Confesso. 

7. Request to Take Testimony in Open Court 

8. Notification of Filing Inventory of Assets (Letter) 
:J ~\ 

(Form EQ-47) 

9. Notification of Filing Annual Fiduciary Report (Letter) (Form EQ-49) 

10. Annual Fiduciary Report (E:Q-18) 

11. Annual ~iduciary Report (EQ-44, EQ-44A, EQ-44B) 

12.· Report of Trust Clerk (EQ-45) 

13. Courtesy Notification of Extension for Filing Inventory of Assets (EQ-48) 

o 

14. Courtesy Notification of Extension for Filing Annual 'Fiduciary Report (EQ-50) 

15. Notification o.f Fail\lre to File Annual Fiduciary Report (Le,tter to Judge) 

16. Order o£ Court (EQ-46) 

c (i) 

.i 
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Equity Procedure 
ACM (1951) Chapter 300 

DESCRIPTION FORM NO. 
STATUTE: 

OR PROCEDURE COMMENTS 

___________ ~--+-_1I_.....:R:.!.:U::.:L:.::E:...--t--·---------------_t-----------------_-_: 

Original Pleadings 
fTi~ 

MR1217 

C.J. 6-201-
6-20] 

MR30l (e) 

Examine original pleadings for the 
following; . , 

1. Papers conform with requirements 
sec out in Rule 1217. This rule 
states that the papers can have no 
backing or cover. Additionally, 
each paper must be not more than 
8-1/2 inches in width, have a top 
and left-hand margin of not less 
than 1-1/2 inches each and must 
not exceed 13 inches in length. 

2. 

3. 

4. 

Plaading is within t~e jurisdiction 
of the court: 

Venue requirements are met. 

Names and addresses of parties are 
listed in 1) titling, 2) int~oduc
tory section .of the pleadings, or 
3) such other appropriate place. 

C-l I· 

o 
U 

1. If the papers ~re filed by an 
attorney and do not comply with 
the requirements set out in Rule 
1217, the Clerk requests the 
attorney to correct any,problem. 
If the papers are filed by an 
individual in proper person and 
do not comply I~ith the require
ments set out in Rule 1217, the 
Clerk advises the person of the 
proper procedure. 

NOTE: Rule 1217 only establishes the 
proper form for filing papers; it does 
NOT authorize the refusal of the 
papers. 

] . See MR317 for transfer 
procedures. 

() 
,j 

·--"-""---·----_~_r __ ... _~_-___ _.:_-.....,----~------------____________ ~ r 
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ji Equity Procedure 
if ACM (1957) Chapter 300 _ • __ __ 

11 ---~=~=~~===-='~--r--"-"'-5=T=.A::T::-:U::-:T::-:E;:--'-----:-----':"''''''':-'-----'':---='-':'''-'''':''-~----':-------C-O-M-M-E-N-TS----------
i; DESCRIPTION FORM NO. OR PROCEDURE 

U------------------------~--~----l_~R~U~L~E--_1--------~--~------------------~~--_1r_------~----__ ----~---------------
P 
U , 

i 

1 
11 
h 
" 11 
!l q 
h 
I.} 
d 

1 
1 
! 

I 

MR301(f), 
302 

MR301(b) 

MRI03 (g) 

C.J. 7-201 

5.' Attorney's signature, office 
address, and telephone number. 

If party appearing in proper person, 
his/her address and telephone 
number. 

6. Proper exhibits are attached or 
filed with the original pleading. 

7. Sufficient number of copies of 
pleadings, with .the exhibits attached, 
are provided for service on each 
defendant, unless otherwise ordered 
by the court. 

8. Other pleadings attached which 
require service. The two principal 
types of additional pleadings are 
1) interrogatories and 2) notice 
of deposition. 

9. Advance costs for filing are correct, 
including the Sheriff's fees, if any. 

C-2 

-~-~--.,...--..~ . .......,.':l'\;-----"" .---~-----~----~-~""'--"""""'-~~ .. 
\~i 

5. If this information is not 
included in papers, suggest that 
.attorney supply the information. 
Clerk should check for tbis 
information before the party 
leaves the office. The party 
should designate the address 
where ~e/she may pe served. 

7. The attorney, or party in proper 
person, is sol-ely responsible 
for providing the necessary 
number of copies for service of 
process. Without these copies, 
NO service is issued. The 
Clerk should telephone the at
torney to provide the copies. 

9. *Assess costs. Costs for filing 
may be waived. Such in forma 
pauperis proceedings are authorized 
by the judge. (See page C-38.) 

r" 
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Equity frocedure . 
ACM (1957) Chapter 300 

DESCRIPTION 

Original Proceedings 
Processed by Clerk 

FORM NO, 
STATUTE 

OR 
RULE 

C.J.7-201 

i"'( 

PA9CEDUAE 

Entertl)e following infprmation; 

1., Date of filing. 

2. Docket and Folio Number. '.rhe Docket 
Number is the number of the Docket 
Book in which the case is docketed. 
The Folio Number is the"o:docket page 
number on 'which the case is docketed. 

3. File or Case Number taken from a 
mastef number shee·t. ., 

C-] 

o 
V 

, , 

COMMENTS 

NOTE; This section (C.J.7-201) gives 
authority to the State Court Adminis
trator to prepare a schedule of costs 
covering ~ll court costs. No ,Sheriff's 
fees are included in this schedule. 
Clerks should refer to this cost 
schedule when determining proper 
filing costs. 

NOTE; Certain in~ormation must be 
placed on the original pleadings for 
(ldentification. Although there is 
t;Q rule or law governing its placement, 
such informa,tlon is usually placed in . 
1) a pre-printed area on the. papers or 
~) at the bottom of the pleading. 

2. (See Docket Numbering Section.) 
The combination of the Docket 
Number and Folio Number may be 
called the case Reference Number. 

NO'l'E; Some local practices require 
~Clerk to number each pleading 

" 

! 
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Equity Procedure 
ACM (1957)' Chapter 300 

DESCRIPTION 

Original Pleadings 
docketed by Clerk 

FORM NO. 
STATUTE 

OR 
RULE 

PROCEDURE 

a) Enter name of the attorneys of 
record in the case . 

b) Enter name of plaintiff(s) and 
defendant(5), or the party(ies) 
in an ~ parte proceeding. 

c) Enter a descriPtion of the type 
of pleading. -

C-4 

-, . 

C) 

- - .. . . . 

COMMENTS 

to insure that all papers are in 
tl1e case folder. 

NOTE: Some courts may enter the 
Return Dat.e and/or the Answer Date 
on the pleadings. The Return Date is 
the first Monday of the following 
month in which the pleading was 
filed, unless otherwise directed by 
the court. The Answer Date is fifteen 
(15) days after the Return Date, 
unless otherwise directed by the 
court. 

b) The names of the parties 
involved in a case are known 
as the caption. 

nIJTE: The degree of detail in these 
descr1ptions varies among courts. 
The objective of these docket .encries 
is twofold: 1) to provide a concise 
case history and 2) to facilitate 
locating a particular element of the 
case history. In entering this 
information, the Clerk should strive 
for clarity and con9iseness. 

, I 
·-------_____________ •. 1 
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Equity Procedure 
ACM (t957) Chapter 300. 

----------·~'/~------------_r----~----_r----~~~or------------------------------------------~------------------------~------~-------STATUTE 
o ESCJlIPT.ION FOAM NO. 

Process Issuance 

OR 

RULE 

MRI03, 105, 
324, 
170 (b) 

MRI03, 105 
324 

PROCEDURE 

d) Assign a. number to each exhibit 
or attachment and enter a 
description of each under the 
Entries column of the Docket 
Sheet. 

e) Index all defendants' names as 
well as all parties in ~ parte 
proceedings. 

f) Prepare papers for serving of 
process. 

NOTE; Each court should develop a docket 
numbering system for equity cases .for use 
within that court. The use of this system 
distinguishes the different types of 
dockets and pel~its easy identification of 
the type of case. 

NO'fE; If thEl original pleadings are in 
proper order and adequate copies of the 
pleadings are provided for service of 
process, the Clerk issues process accord
ing. to the following procedure. Each 
~ of service is separately discussed; 

COj~lMEtHS 

NOTE; The order for. processing and 
docket~ng original pleadings will 
vary ... Some courts'prefer to docket 
the pleadings first and then place 
the necessary information on the 
pleadings. Others favor processing 
the pleadings before entering the 
information in the Docket Book. 

fj (See Process Issuance Section, 
below. ) 
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Equity Procedure 

____ ,_, ~A~C:M~(~1~9~5~7~)~C:h~a~p~t:e~r~3~O~O __ ~~ __ -'r--=~~=-~ ____ ~~~~.~~,~~ __ ~~ _____ ~,~,~,~_=_~,=_~~. __ ~.,~=; ___ ~-~ ____ ~.~~~~ __ ~ ________ ~ ______ ~ 
STATUTE .•• 

NO. DESCRIPTION FORM OR . , PROCEDUffE COMMENTS 
________ --.,;. ___ J-_-I! __ -J_.:.:R:.::U:.::.lE:..-_t-_________ ':~.':~~'r,..... ------4-----------,---.,.---,-------

~l Service Within 1 
State 

C-40 

MRI03(d) 

11 Service within State 

12 In Rem or Quasi In Rem 
(a) Whereabouts of Defendant Known 
(b) {'lhereabouts of Defendant, Unknow , 

(1) Se'rvice by Publication 
(2) Mailing and Posting in " 

Prepare, 
for each 
follows: 

~:f~~~;;;:;~ ~:~;::;;;;:~::~;{J.>';, 
I. . '." 

.< 

1. 

2. 

3. 

Enter name of parties in case 
(caption) 

Enter city/county in which t~e 
defendant resides. 

Attach appropriate copies of 
pleadings, exhibits, and 
attachments. 

4. Enter Answer Date on bottom of 
summons form. 

,) -
C-6 

.". 

2. 

.:>. 

Prepare a separate summons 
for each defendant living in 
a different jur.isdiction. 

Attorney is responsible for 
providing adequate number of 
copies of pleadings, exhibits, 
<>.nd attachments. 

NOTE: Excel'': where the court (MR309 
(b» shall st.<.'rten or extend the t.ime 
for filing an .\.'li ti al pleading, the 
summons is retu~~able to the next 
return day, .or tc. the succeeding rlElturn 
day, if the plaint.i~f so directs. See 
MR307 for time for c,'fendan t • s initial 
pleading. . 
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Equity 'Procedure 
ACM (1957) Chapter 300 

DESCRIPTION 

Return Notifi
cation by 
Sheriff 

FORM NO. 
STATUTE .. 

OR 

RULE 

MRl03(c) 

MRI03 (k) 

5. 

6. 

PROCEOURE 

Sign Clerk'~ name. 

Stamp summons with court- seal 
impression near Clerk's signa
ture. 

Forward to Sheriff for service 
unless otherwise directed by 
counsel. 

a) Attach card to summons. 

b) Make appropriate docket entry to 
indicate use of t,he return ~otification. 

5. 

7. 

,::'1 

COMMENTS 

Deputy Clerks may sign 
Clerk's<name on the summons. 

Altl10ugh the Sheriff may 
take delivery of the papers 
by personally appearing in 
the Glerk's Office, the responsi
bility of delivering the 
papers to the Sheriff remains 
with the clerk. 

No'rE: Counsel may request return 
notification by the Sheriff by sub
mitting a stamped, self-addressed post 
card. I~hen completed <by the Sheriff, 
this card indicates whether service 
watl made. 

Return Not 
Served/Made 
Non Est 

MR112, 530 Reissue summons. NOTE: If a SUIlUllons is returned 

C-7 

c 0 

~Est or not served, proceed under 
"MR-lI2. It is suggested that the 
Clerk notify counsel before re-issuing 
the SUIlUllons. (See Reissuance of Summons, 

~) 
\ .. J" \,./ V 

U>")~~~~~~~~"~·~~~'<=~~~«~------------------------------------------------------~~-----------c-:~-··,~-<--~-------------------------------
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Equity Procedure 
ACM (1957) Chapt~r 300 

.. ST~~UTE ., .. -
DESCRIPTION FORM .NO. 

,. 
PROCEDURE COMMENTS 

RULE 
. . 

'. below.) If after two returns of Non 
, 

--Est;: or nO,t served, MR530 for see 
dismissal of case for lack of service. 
(See Dismissal of Case, In Lack of 
Service ox Prosecution, below.) --

Return by Private MR1l6 a) Make appropriate entries docket and 
, 

on 
Process Server case folder. 

b) File Affidavit of Private Process b) Affidavit contents must set out: 
Server. " 

L Name of person served 

2. of service " Date 

3. Particular place of service 0. 

4. Manner of service 

5. Statement whether person lUakirg 
~ service is of the age of 18 '()ro~=.' 

over 

NOTE: No fee for service is allowable. --
!, 

Service by Elisor MR1l7 NOTE: If the Sheriff is a party to the 
action, he may be disqualified from 
making service. The Court appoints 
an Elisor to make service in that 
particular case. 

C-8 

fl 
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Equity Procedure 
ACM (1957) Chapter 300 

DESCRIPTION 

Registered Mail 

Service Fees for 
Sheriff 

I 

NO. 
STATUTE -. 

Oil 
RULE 

a) 

b) 

c) 

C-40 ~RI04 (b) (2) a) 

b) 

c) 

C _J. 7-402 a) 

b) 

,~ 

PROCEDURE 

Hake appropriate doc~et and case 
folder entries 'for entry of Order of 
Appointment of Elisor; file order 
in case folder. 

Prepare summons for service. 

Forward to Elisor for service. 

Prepare summons for service. 

Telep~one counsel to pick up papers 
for service by registered mail. 

Make. appropriate entries on docket and 
case folder for return-receipts and 
affidavits submitted by counsel. 

Assess proper fee for service by 
Sheriff (or Elisor). 

Hake appropriate entry in Costs Section 
of docket 

C-9 

o 
u 

b) 

c) 

COMMENTS 

See Process Issuance,-.!!. Service 
Within Statn 
Ii 

The Elisor makes same type of 
~eturn as Sheriff. i' 

II· NOTE:'" Fee for service is allowable 
as a cost 'of the case. (See p'ge C-38.1 I' 

[c) 

f'1) 

Affidavit of counsel states that 
summons and attachments were mailed 
by registered mail, return-receipt 
requested. 

"'Assess costs. See Sheriff's 
Fee Schedule. 
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Equity Procedure 
ACM (1957) Chapter 300 

" 

. ., . " STATUTE ." .. 
COMMENTS DESCRIPTION FORM .NO. OR .. PROCEDURE 

'~:HULE 
.~ ~. 

112 In Rem or 
Quasi In Rem: 

(al Whereabouts of MRlO:? (al Prepare, as directed, the equity summons 
Defendant for each defendant as follows: . 
Known 

l. Enter name of parties in case 
(caption). 

2. Enter city/county in which the 2. Prepare a separate summons 
defendant resides for each defendant living in 

ii a different jurisdiction. 
.' 0 
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Equity Procedure 
ACM (1957) Chapter 300 

O'ESCAIPTION 

(b) Whereabouts of 
Defendant 
Unknown 
(1) Service by 

Publication 

FOAM 

I 
NO. 

I 

STATUTE 
OR 

RULE 

MRI07(b) 

MRlOS (b) 

MltloS (b) (1) 

.. ~~-.--.------'-----------.~~----------== ... 

" 

3. 

4. 

5. 

PROCEQUAE 

Attach appropriate copies of 
pleadings, exhibits, and 
attachments. 

~nter informatilon directing the 
defendant(s) to file initial 
plei!-dingwithln sixty (60) days 
from the date of completion of 
service if made in the limits of 
the United States and ninety 
(90) days if beyond. 

Sign Clerk's name. 

6. Stamp SUflUTIons \-.fith the court 
seal imprission near the Cle~k's 
signature. 

7. "Deliver to attorney or designated 
person for service. 

NO'I'E: Service of process by pUblication 
iiiiiS't"be or!iered by' .the court. l'lhen an 
order of pUblication is received, the 
Clerk proceeds as follows: 

<:-11 

3. 

5. 

7. 

... .. 
COMMENTS 

~ttorney is responsible for 
providing adequate number of 
copies of pl.eadings, exhibits, 
and attachments. 

Deputy Clerk~ may sign 
Clerk's name on the SUlnmons. 

Clerks may accept the 
desigrtation of a, person for 
service verbally, but a 
written designation is 
preferable. 

~: 
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Equity. Procedure 
ACM (1957) Chapter 300 

DESCRIPTION 

(2) Maning and 
Posting In 
Lieu of 
Publication 

FORM NO~ 

\ . 

STATUTE 
Oft 

RULE 

() 

PROCEDURE 

a) Prepare a true copy test of the order 
by writing or stamping "A TRUE COPY 
TEST" on the copy of the order and 
signing the clerk's .name to.the 
certifications. 

b) Deliver the true copy test tp the 
appropriate person or source for 
publishing. 

c) Upon receipt of the certificate of 
the publisher, file the certificate 
after docketing and noting it on 
the. case folder . 

MRI05 (b) (2) ,NOTE: Service of process by mailing 
and posting in lieu of publication must 
be ordered by the court. When an'order 
for mailing and posti~g in lieu of publi
cation .'is re.qei,ved, the Clerk proceeds 
as follows: \,;~,' 

>.;\, 

C-12 
" \\ 

OJ 

.. _-- ·-··-~'---C--)--== ~ 

)5\ 

COMMENTS 

b) Attorney may request a particular 
publisher. 

NOTE: The order of publication is 
published at least once a week in each 
Of thr~e successive weeks, the last 
publication being at least thirty (30) 
days before the day fixed in the order 
for the. filing of the defendant's 
initial pleading. 

c) 
I 

The certificate of the publisher 
is proo£ of the fact and dates of 
public~ttion. The certificate 
usually includes a clipping of 
the pUblication. 

,. i 

IF 

--
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Equity Procedure 
ACM (1951) Chapter 300 

DESCRIPTION FORM 

O·~·' r fI 

NO. 
STATUTE 

OR 

RULE 

a) 

b) 

PROCEDURE 

Prepare two (2) true copy test of 
the order by writing or stamping 
"A TRUE COPY TEST" on the copies of 
the order and signing the clerk's 
name to the certificatons. No court 
seal is required. 

Deliver one true coPY test to the 
Sher iff for posting. 

c) Deliver the other true copy ~~3t to 
the attorney of record for mailing' 
to the derendant. 

d) Upon receipt of 1) the Sheriff's 

b) 

COMMENTS / 

The Sheriff posts the true copy 
test of the order on the courthouse 
door or bulletin. bqard. ' 

~OTE: The .order 'for mailing and 
posting in lieu of publication ,qirects 
the defendant to file the defendant's 
initial pleading on or befor.e a fixed 
date. This date must be at least 
sixty (60) days after the date of 
mailing and posting. 

return of posting and 2) the attor- d) 
ney', affidavit of mailing, file both 

The Sheriff's return/attOrney's 
affidavit combination are proof 
of service. the return and affidavit after 

docketing and noting them on the case 
folder. 

C-13 

o 

NOTE: The Sheriff makes his return 
on the. equity SURUllons either on the 
reverse side of the sUilUnons or on 
an endorsement located at the bottom 
of the SUllUnons. The return endorse
ment specifies who was served and the 
date of service. 
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Equity Procedure 
ACM (1957) Chapter 300 

DESCRIPTION FORM NO. 
STATUTE 

OA 
RULE 

~4 Service on Corpor MRI06 
ations 

-, 
" 

Service on State 
Department of 
Assessments and 
Taxation 

\'~, \ 

" 
~. , 

~~. 

'. , . 
,', , 

" 

" 
' . . , 

I 

o 

.. 

PROCEDURE 

a) and attachments for-
ocr"".':';: 

Prepare summons 
service on appropriate person in 
corporation. 

b) Forward papers to Sheriff for service. 

a) Prepare two (2) copies of process. 

b) Forward papers to Sheriff for service 
on Director of Department of 
Assessments and Taxation, or his 
designate. 

c) AsseSs proper fee payable to the 
Department of Assessments and 
Taxation. 

C-14 
:.r:: 

\:. 

r, 

'~~---'-----'----'------------~-

o 

COMMENTS 

r 

NOTE: If the c0rporation is required --by law to have a registered agent, and 
1) does not have a registered, or 2) 
has one or more registered agents, and 
unsuccessful attempt,s, have been made' 
on, different business days to serve 
process either twice upon one regi9--
tered agent or once upon each of two 
register.ed agents, process may .be 
served on the State Department of 
.1I,ssessments and Taxation. 

c) *Assess proper fee. (See page 
C-38. ) 



Equity Procedure 
I'j ACM (1957) Chapter 300 

.. , .. 
DESCRIPTION 

Heissuance of 
Summo'tis -

'I 
" j 

o 
V 

-.. , . -
STATUTE 

.. ,. . 

FORM NO. ' OR PROCEDURE COMMENTS 
RULE 

NOTE: Some agencies Idll refuse 
service if the Corporation's name 
as set forth in the Ilununons does not 
corres'pond directly with their listing. 
In these instances, the Clerk should 
contact the attorney_ 

2 C-41 MR1l2 Procedures for' reissuance of a sununons 
vary. Two methods are described below: 

a) Issue same sUllUUons form by using 
stamp extending time for service 
!'ind setting new date. 

or 

, 
b) Type new sununons form. 

, 

i; 

, 
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Equity Procedure 
ACM ,1957) Chapter 300 .... ' .. . , 

" . 
STATUTE .. 

COMMENTS DESCRIPTION FORM NO. OR PROCEDURE /' .- . 
RULE 

. 7: 

" :: 
of " Case Folder is a) Enter name the attor~eys of 

prepared record in the case, .. 
! " 

.( I 
;'i 

b) Enter name of plain~~ff(s) and b) The names of the parties involved 
defendant (5) , or the/party(ies) in an in a case are knows as the caption. 
~ parte proceeding,/and case number. 

./ 

! 
c) Enter a descripti5'/n of the type of 

pleading I 

d) Assign a number to each exhibit or 
attachment and enter a description 
of each on the case .folder. 

NOTE: The case falder contains a 
concise statemtnt of the docket book 
entries. All docket entries are 
noted on the case folder so that a 
current c,ase history is available on 
the case folder. 

e) Complete Header Form . e) (See Administra·ti ve section: 
Automated Courts Status Reporting 
system, pagta A-.3 and A-H) • 

\l , ,. C-. .16 
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Equity Procequre 
ACM (1957) Chapter 300 

DESCRIPTION 

Responsive 
cPleadings filed 

. wHh Clerk 

FORM 

~' 

NO. 
STATUTE 

OR 
RULE 

MR300.2 

MRl217 

MR306(a) (2) 

. ~ 

f) 

a) 

/) 

PAOCEPUAE 

Place Master Focm in back of cas!':cf 
folder.· l,. 

'Examine responsive pleadings for the 
following: 

1. Papers conform with requirements 
set out in Rule 1217. 

2. ~n admission or proof of service 
of a copy of all pleadings upon 
the opposite party or attorney 
of recor:d. 

3. Caption and cast:! referellce 
number (docket number) are 
correct 

C-17 

-:;.,) 

COMMENTS 

f) (See Administrative Section: 
Automated Courts Status Reporting 
System. ) 

1. See Original Pleadings filed 
foc fu:rthec discussion c;e-
this point. 

2. The proof of service is usually 
typed by the attorney on the 
bottom of the pleading. If no 
admission or proof of service 
accompanies the responsive 
pleading, dd NOT accept or file 
the papers. --

NOTE: An exception to this rule is 
that service is not necessary on a 
party in default foc failure to 
appear; however, if there is a plead
ing asserting a new or additional 
claim for celief against a party, it 
must be served on him/her. 

3. This ·check" is necessary 
because thece may be more 
than. O:le proceea'ing filed 
between parties. 
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Equity Procedure 
.ACM (1957) Chapter 300 

DESCRIPTION FORM NO. COMMENTS STAO~UTE PROCEDURE I 
RULE 

--------~------------------~+_----~----_J--~~~~----~----------------------------------------------_4' ·"--------......;.--------------------------~----------r~ 

C.J.7-20l 

.. 

4. Attorney's sign~ture, office 
address, and telephone n~~er. 

5. Proper exhibits are attached or 
filed with the responsive 
pleading. 

6. 

7. 

Requirements for clerk such as 
issuing process or performing 
any other duty in processing the 
pl£iading. Additional pleadings, 
responsive or otherwise, may 
include: ' 

1) Motions 
2) Demurrers 
3) Interrogation~ 
4) Notice of Deposition 

Advance, costs for filin<;:l' are 
correct, 

C-lS 

, fl. 
)/ 
r // 

/ 

7. *Assess costs. Costs for 
filing in forma pauperis 
proceedIngs-are authorized 
by the judge. (See page C-3S.) 

t .:;::::::: 

NOTE: Sect jon C.J.7-201 gives 
authority to the State. Court Adminis
trator to prepare a lichedule of costs 
cf;)vering all court costs. No Sheriff's 
fees are included in that schedule. 
Clerks should refer to this cost 
schedule when determining proper filing 

:C05ts for the Cross-Bill of Complaint. 

o 
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Equity Procedure 
ACM (1957) Chapter 300 

DESCBlPTION FORM NO. PROCEDURE COMMENTS 
STATUTE 

OR 

RULE 
~-------------------------+-----~----+-~~~~.'~r---------------------.--------------------~----------------,~--------------------------~ 

Responsive Pleadings 
processed by Clerk 

a t 

Responsi va ,P leadings 
docketed by Clerk 

Enter the following information; 

b) 

c) 

1. Date of filing. 

2. Docket and Folio Number, 

Enter name of attorney. 

Enter any supplemental caption if 
there is one of the fallowing; 

1. Counter-pleading 
2. Third-party claim 
1. Additional party or corrected 

party 

Correct any misnomer in the caption. 
00 lli!! Gross-aut·the incorrect names. 

C-l9 

o 
u 

HQT.lll.. Certain information must 
be placed on the responsive pleadings 
for identification .. Although there 
is no rule or law governing its 
placement, such information is usually 
placed in 1) a pre-printed area on 
the papers or 2) at the bottom of the 
pleading. 

2. Optional in some courts. 
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Equi ty' Procedure 
ACM (1957) Chapter 300 

DESCRIPTION FORM NO. 
STATUTE 

O~ 

RULE 

(J 
r 

PROCEDURE 

el) Enter a description of the type 
.of pleading. 

e) Assign a number to each exhibit 
or attachment. 

f) Perform any specific duties 
required such as issuance of 
service. 

g) Check index and indices corrected, 
additional, counter-defendant, or 
any other party as l:!=quired. 

h) Make appropriate entries on case 
folaer and file plBading in case 
folder. 

i) Note' proper fees in Cost Section of 
docket. 

C-2C 

o 
) 

..... J 
~. ) 

COMMENTS 

NOTE: The degree of detail ~n these 
descriptions varies among courts . 
In entering information, the Clerk 
should strive for clairty and 
conciseness. 

f) See Process Issuance. 

i) *Costs include Sheriff and 
Attorney Appearance Fees. Depo
sition costs, a~ provided by 
Maryland Rule 415 are also 
addressed. (See page C-38.) 
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Equity Procedure 
ACM (1957) Chapter 300 

DESCflJPTlON FOAM .,NO .• 

Dismissal of Case 

o 

STATUTE 
OR 

RULE 

MR 530 

MR 530 (a) 

MR 530 (all 

PROCEDURE' 

Review docket for pending cases subject 
to dismissal, without prejudice, accord
ing to the following rule provisions; 

1. After the second return of non 
est and the plaintiff(s) fails to 
order renewal of process (Rule 112) 
within a period of eighteen months 
from'the returp day named in tile 
C-21 

o 
. r 

Ll ""'-~..,.----,!\,~",.,;...}---;---..... '"'.--,,-,-,-.--------~-,-..---~ e~~.~ ........ 

\ 

COMMENTS 

NOTE: Counter-claims and cross-claims 
must be filed within fifteen (15) days 
of the last day for filing the respon
sive pleadings: 

Third Party Claim requires 
issuance of sununons, with copies of 
all pleadings on third party. The 
defendant also serves a copy of the 
''l't-iird Party Claim. on the plaintiff, as 
presc~ibed by Maryland Rule 306. 

NOTE; This rule. does not apply to 
actions involving the military docket, 
continuing trusts, guardianships, 
es~ates of incompetents, or issues 
from an .orphans I' Court. An action 
for divorce a'mensa et thoro is sub
ject to dismissal under this rule 
only if no proceedings have been taken 
within a period of two and one-half 
years. 

1. According to Maryland Rule 
112(b), after two returns of 
non est, the !.WIWlons to a party 
may lie dormalllt, renewable 
only on the written order of 

• ,I, 

I l' i • 
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Equity Procedure 
ACM (1957) Chapter 300 

\1 
tl 

1 
1 

DESCRIPTION FORM 

t, i 
f 

J 

~ 1 

II f< 
Ii 
t~ .r 
p 
rl 
~ 
I 

NoticeiMailed 3 

1 
! 

I 
! 
[ 
f 

j 
! 

fI 
( .. r! 

\h 

NO. 
STATUTE 

OR 
RULE 

C-42 MR 530 (b) 

C) 
~-------------·~--o--' -"""'-,1 

PROCEDURE 
'. 

second summons, the action is subject to 
dismissal under this rule. If the 
plaintiff renews process after the second 
return o£ non est, as provided by Rule 112, 
and the process is again returned non est, 
the action is subject to dismissal for 
lack of service at-the expiration of 18 
months from the last return of non est. 

2. If no proceedings of record have been 
taken within a period of 18 months, the 
action shall be subject to dismissal for 
lack of proceedings. 

When an action is subject to dismissal 
under this rule, 

a) Send notice to counsel of record. 

C-22 

'.;' 

) 

:J 

CGMMENTS 

the plaintiff to such future Return 
Day as the plaintiff may direct: 

2. Proceedings under F.ule 530, Rule 
124 (Appearance) or Rule 125 (Attorney
Striking Appearance) ara not proceed- . 
ings of record for purposes of this 
Rule 530. 

a) This notice states that an order 
of dismissal for lack of prosecution 
will be entered after the expiration 
of thirty (30) days, unless a motion 
for suspension of the dismissal 
rule is filed. 

In event that counsel has died or his/ 
her appearance has been stricken, 
and the party represented is not 
represented by another attorney of 
record, the clerk sends the notifica '"' 
tion to the party at .the address shown 
on the pleadings. 
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Equity Procedure 
ACM (1957) Chapter 300 

DESCRIPTION FOAM NO. 

Motlon filed 

o 

STATUTE 
OR 

RULE 
PROCEPURE 

b) Hake 3ppropriate entries on 
docket and case folder. 

E.G., "(Date) - Notification sent 
re Maryland Rule 530 (b)" 

"c) Place a ~hotocopy of the notice In 
the cas~ :~lder. 

a) Docket immediately any motion for 
suspension of dismissal rule. 

b) ~orward motion and proposed order 
of suspension to the court for 
iuunediate action. i,f no responsive 
pleading had previously been filed 
in the proceedings. 

c) Submit motion and proposed Order of 
suspension to the court after fiftee 
days have expired if'a responsive 
pleading has previously been filed ir 
the proceedings. 

C-23 

o 
u 

COMMENTS 

~) Procedures b) and c) suffice as 
proof of service. 

Notification shall be served in 
the manner provided in Section c2 
(b) of Rule 306, Le. by mailing 
a copy of the Notice to the 
person to be served at the last 
address designated on the plead
ings. (See HRJOO.) 

b) 'rhe order of suspension pre
scribe~ the duration and any 
other terms of the suspension. 

The filing of a motion does not 
~end the operation of this 
rule; an order of court is manda
tory to suspend-the operation of 
this rUle. 

If a. timely motion is not filed 
under this section, relief may 
be granted under Rule 625 
(Revisory Power of Court over 
Judgment. ) 
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Equity Procedure 
ACM (1957) Chapter 300 

DESCRIPTION FORM 

Case Dismissed 

NO. 
STATUTE 

OR 

RULE 

MR581 

, 

C) 
'J 

PROCEDURE 

If after thirty (30) days from the 
service date ot the notice, no motion 
for suspension' of l:he rule has been 
filed or the Court has not suspended the 
operation.of the rule, 

'a) Make appropriate entries on the 
docket and casefolder: ( 
E.G., "Dismissed .for want of 

prosecution without prejudice" 

b) Assess costs against the plaintiff 

a) Docket Request for Hearing upon 
receipt .. 

C-24 

. _. ___ ~ '_"'_'"'~"_'~""_ .b ....... ~_.u~ 
~ 

l.t 

o 
) 

COMMENTS 

NO'l'E: Time for service under this 
rule is to be computed according to 
Section c 3 of Rule 306 (Presumptions 
in Case of Service by Mail). ' 

b) *Assess, proper costs. (See page 
, C-38.) 

NOTE: When all preliminary proceedings 
have been completed, the case is set on 
the trial docket for a hearing on the 
merits of the case by complainant's 
attorney's filing a Request for 
Hearing in open court. 
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Equity Procedure 
ACM (1957) Chapter 300 

---------,.----,.--r---____ -,...--~------------,__------------:....-----.'. 
! STATUTE 

DESCRIPTION fO~M NO. OR 
RULE 

PROCEDURE 

b) Make appropriate entry on case 
folder and forward the folder to 
the Central Assignment Office for 
docketing and assigning hearing 
date and time. 

NOTE: I~henever a case file is taken from 
the file drawer. the Clerk notes the 
following information On an outgoing 
file card: ----

1. File Removal Date 
2. Person Removing File 
3. File Return Date 

The card is inserted in the file drawer 
in place of the case file. This card 
system contains a constant record of the 
case file location. 

c) When 'the case file is returned, 
file the case folder. 

d) Pull proper case files and insert 
~n out.going card in drawer to mark 
the pla,Ge in t he file. 

C-25 

COMMENTS 

NOTE: The Central Assignment Office 
sends a Master List to the Clerk. 
This list contains the cases sched
uled for hearing on the following day. 
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Equity Procedure 
ACM (1957) Chapter 300 

I 

o 
) 

---------.---r----r---:-=---,r---~, ,-~--------......,.-:---------------.-
STATUTE 

OR 

RULE 

I 

j 

DESCRIPTION 

Case Completion 
Procedures 

, d 
"'-""~-------' "'~-"-.'~,-~-. 

FORM NO. PROCEDURE 

e) Forward files to Central 
Assignment Commission for further 
processing. The files are then 
sent to the judge prior to the 
hearing. 

a) Docket any matter filed in open 
court and note on case folder. 

b) Remove outgo~ng file card, make, 
appropriate entries ori. the card, 
and file the case folder. 

C-26 

C) 

COMMENTS 

NOT.E: After the completion of the 
hearing, the files are returned to 
the Clerk's Office. In addit~on, an 
Assignment Sheet prepared by the 
Central Assignment Office accompanies 
the files. The Assignment Sheet cites 
the court's ruling in each case~ 
These may include: 

1. Sub curia --Court retains file 
until memorandum is submitted, 
opinion is written, and/or 
order is signed. 

2. Submit order --Court orders 
attorneys to submit an order 
in the case. 

3. Sign order immediately --Court 
signs order at trial. 

a) Most items are filed with 
the Clerk prior to trial. 
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Equity Procedur!} 
ACM (1957) Cha£~cer 300 

, 

DESCRIPTION FOAM NO. PROCEPURE COMMENTS 
STATUTE 

OR 

,RULE 
----------,----------------~~----,~----_+--~~~----t_----------------------------------------------~~--------------------.----------------------------

o 

MR1219 

MR619(b) 

ART. 17, 
Sec. 34 
AR'r. 62, 
Sec. Ul(a 
and b) 

c) Upon receipt of final orde~; 
1. Docket ~nd order. 
2. Make the appropri~te ,entry on the 

case folder. 
3. Prepare and mail copies of the 

order to the proper parties. 
4. Tax firial costs. 
5. Record actions involving title to 

real e;>tate. 
6. Record divorce or annulment decrees 

in chancery records. 
7. Process "Report of Divorce or 

Ann.ulmentof Marriage" (blue form). 

8. Place file in closed file system. 

C-27 

0·; 
, ' 

7. tiail form to: Naryland State 
Department of Health and !-Iental 
lIygiene--Division of Vital 
Records, 201 West Preston Street 
Baltimore, MI) 21201. 

NOTE: "Rule 8. Time--COmputation-
Saturday, Sunday and Legal .Holiday. 

a) Computations qf ':l.'ime After 
an Act, Event or Default. 

! 

In computing any period of time pre
scribed by these Rules or order of a 
court or by any applicable statute, the 
day of the act, event, or default, 
after which the designated period of 
tilne begins to run is not to be included 
Satl!rdays, Sundays and legal holidays 
shall be counted when the prescribed 
period is more than se'ven day.s; other
wise these days shall not be counted. 

t; 
. __ ....:(""' .. :;.../ _______ ,1'".--.-----:-----------...:;"--:::;)::-----,,-.,.--___ ...,.-___________ -J __ ~(i;::---,j' 

t 

'-" 

if 
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() o 
.l 

:'-

J 

J 
I'. 

II 
P -:', 

11 
11 
!") 

\' ii . . STATUTE 
.-

\>1 
·~J,H DESCRIPTION FORM NO. OR - . PROCEDURE COMMENTS 

t 
Ii: "j RULE 

.~ When the last day so computed would fall 
on a Saturday, Sunday or legal holiday, l' 

the period shall extend to the first [ "'I;; 

I 
. , 

day thereafter not one of these days . 
/; I>. 

For the filing of papers in c'ourt, if <. ' 

the office of the cl~rk is pot open 
during its regular hours on the last day 
of the period, the papers shall be filed 
on the next day thereafter when the 
office of the clerk is 

.\ 
so op~n. 

o· 

J 

b) Computation of time prior to 
a Day, Act or Event. 

In determining the. latest day for 
CI 

per-
-, formance on an act which is required by 

(I li 
these Rules or order of a court, or bY 

V any applicable statute, to be p~rformed 
J1 a prescribed nwnber of days pri'or to a 

r 
certain day, act or event, all days 

I prior thereto, including intervening 

1 Saturdays, Sundays and legal holidays, 
,> t shall be counted in the nwnber of days 

1 so prescribed. The latest day shall 
itself be included in such determina-
tion unless it is a Saturday, Sunday 
or a legal holiday, in which event the / 
latest day shall be the first preceeding 
day which is not a Saturday, Sunday nor 
a legal holiday. (Amended July 1, 1974; 

» 
" May 5, 1976, effective July 1, 1976)" " 

. 
C-2!) . .. 
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·Equity Procedure , 
ACM (1957) Chapter 300 

DESCRIPTION fORM NO. 
STATUTE 

OR 
RULE 

------------------------+-----I----~----

Default of 
Dei'enerantfiled 

o 

1 

4 
5 

6 

C-40 

C-43 
C-44 

I~R675 

C-45 MR611 

PROCEDURE 

a) file the papers. 

d) Forward case folder to Judge or 
Master Examiner. 

C-29 

o 

._--------= " 

COMMENTS 

a) (See Ori9inal Pleadin9s filed 
and OrigInal Pleadings proeessed 
Sections .l ~ .. 

".:.;:;:;:...~ 

NO'I'E: After the defendant has been 
".proj?erlY served, the til~le for filing. 

his/her defense has expIred, and a 
Military Affidavit has been filed, a 
Decree Pro Confesso may be entered 
against the defendant. Depending 

":,:,, 

upon local procedures, the clerk or 
judge may enter the Decree PrOIConfesso. 

c) As the defendant has already 
been brought under the juris
diction ot the court, notice 
may be given by regular ~Iail. 

o 
'J 

J 

t~: .• ·• 
I' 
f 
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Equity Procedure 
ACM (1957) Chapter 300 

-- F' ---.--------.----.- - - -..,.-

" ;--

,~ " 

(J 

. , 

~-----------------------------,_----_r~--_.r_----~~--_r------------~~~-------------------------------,r---------~--------------------~,~-------------STATUTE 
.OR DESCRIPTION FORM NO. PROCEDURE COMMENTS 

RULE I 

-~--~------------------+---_r----r_~~--_+-------------------------------------+_-----------------------------------

Trust Procedures 

Inventory 
Notification 

7 

8 

C-46 

MR322 

Suq,t:itle V 
Estates 
and 
Trusts 
Subtitle 13 

C-47 MRV74b 

j' 

a) Prepare and mail letter to newly 
appointed fiduciary. 

C-30 

NOTE: The plaintiff may request that 
the case be set for hearing in open 
court. If an answer or other defense 

··//;1.s filed, and the Decree Pro Confesso 
'has not: been set aside, the Clerk 
dockets the pleading as if it were 
timely filed. The plaintiff must 
strike an improperly filed pleading. 

NOTE: Maryland Rule 1223 requires 
that a Trust Clerk be designated in 
each circuit court. All trust cases 
originate from an equity case. The 
Trust Clerk has responsibility for the 
case upon receipt of the Decree of 
Appointment of A Guardian for the 
estate of a minor or an alleged incom
petent. The Court appoints all 
committees, trustees, and guardians. 

a) The letter 1) notifies the 
fiduciary to file an inventory 
of all assets of the estate for 
which he/she has assumed responsi
bility within sixty (60) days 
from the date of appointment and 
2) explains the additional re
quirementof filing annual 
accountings. 

1 

/ 

.' , 

! 

I 
I 

o I; 
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Equity Procedure 
ACM (1957) Chapter 300 

-- ~.-. 

----'---=----------r----.-----r-ST--A-=T=U-:T=E:--..----....:-:· '-~--------------..----------::-. -----------... 

DESCRIPTION FORM NO. OR PROCEDURE COMMENTS 
RULE 

b) 

'f:cust Docket a) 

b) 

Index Card Sets 

Enter case number and notation 
"inv. due h on the desk calendar on 
the sixtieth day from the date the 
9rder of appointment was entered. 

Enter the trust account in the 
Trust Docket, 'fhe following infor
mation is Included: 
1. Case Caption 
2. EqlJity Docket and folio numbers 
3. Case number 
4. Name of fiduciary 
5. Address of fiduciary 
6. Type of appointment 
7. Date ~f appointment 
8. ·Name of surety company 
9. Amount .of bond 

Index the name of the minor or 
alleged incompetent and trust 
docket folio number in the .. index. 

C-31 

b) The case number is the same as 
the equity case nunmer. 

h) Alphabetical index is maintained 
in front of Trust Docket book. 

NOTE; Two index cards are prepared 
for filing in a daily calendar card 
file system for trust cases. This 
file system is divided into monthly 
sections and further divided into 
days. One card is yellow; the other 
card is white. Both cards contain 
identical docketed information. 
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Equity Procedure 
ACM (l957) Chapter 300 

DESCRIPTIoN FORM 

Yellow. Index Card 

White Index Card 

' .. .. 

L_.~._. ____ , ___ . __ ., .. _ 

NO. 
STATUTE 

OR 

RULE 

a) 

,~,~ .. -~---------.,------~-- -----------_ ... 

,( 

PROCEDURE 

Enter the following information on 
each card: 
1. Case caption 
2. Name of fiduciary 
3. Address of fiduciary 
4. Case number 
5. Trust Docket folio number 
6. bate report is due 
7. Amount of bond 
8. List of years 

File the yellow index card behind 
the month and day of the fiduciary 
appoin~mellt. 

File the white index card in the 
file behind the sixtieth day from 
the day of the fiduciary appointment. 

C-32 

o 
) 

COMMENTS 

8. Type as many calendar years 
as possible across the bottom 
of the index cards. 
~~I 1975 1976 1977 1978 '" 

The placement of the yellow card 
signifies 1) a reporting period is 
ended and 2) the annual report is 
to be prepared and filed with the 
Court. 

A fiduciary must file an annual 
accounting within sixty (60) days 
from the date his/her reporting 
period ends. The date on which the 
white card appears is the day by which 
the annual accounting should be filed. 
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Equity P~ocedure 
ACM (l957) Chapter 300 

'. 
DESCRIPTION 

Inventory 
filed 

Not'ice of 
Fiduciary 
Due 

r11 
\.....fl 
\~j 

of Assets 

Annual 
Report 

. 
FORM 

9,10, 
11 

. 

STATUTE 
NO. OH 

RULE 

C-4S, 
C-49, 
C-50 

- .. -.~ 

.~--------------------.----------~--~~,--,---*---.----------------~ 

- . _. 1 
PROCEDURE COMMENTS 

b) Check the daily calendar card file 
every day for the due date for; 
1- Mailing of notice of filin9 l. S i 9nified by yellow index 

annual report. card. 

2. Ascertaining if an annual report 2. Signified by white index 

tl 
~ r 
tl 

;:. 

!J 
is to be filed. card. 

'\ 
~,;; 

a) Date-stamp Inventory of Assets and 
fil~in case folder. 

b) Make appropriate entries in Equity 
Docket, including date the inventory I 

is filed. 

c) Hake appropriatJ entries on case cl 

folde~. , 

" 
a) Mail notice of Annual Fiduciary Report a) Send either accounting form 

due ~o fiduciary,. with two (2) sets of E(}-18 o~ E(}-44, whichever is 
account;.ing forms. Also mail copy of applicable. Form EQ-lS is used 
notice to fiduciary?s attorney and for trusts established under a 
place a copy in the case file. will; Form EO~44 is used for 

accountin9 in incompetent's and 
minor'S estates. 

il) Cross through the year for which the 

I 
I 

I '\ 
nQtice is being mailed from the list 
of calendar y,:!::lrs on the yellow index 
card. 

. 
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Equity Procedure 
hCM (1957) Chapter 300 . 

STATUTE 
DESCRIPTION FORM NO. OR 

RULE. 

Annual Fiduciary 10,11 C-49, MRV74 (d) a) 
Report filed C-50 

I b) 

<',' I 
! 
i 

c) 
I 

J 

, d) 

~ 
)1 
,.J 
11 

ej 

1:1 

r-
., 

·1 

~ .'; J 
'.!< ;\. ~ " 

1 

-

Report of Trust 12 C-53 a) 
Clerk Preparation 

I 

',~. .-:; 1 

',Y 

j 1/ 

(~' . ,\ --. 

I , 
I 

';! j "', 
(! 'ii 

-.~ .. ~------.------~-

( 

". ,', .. 
PROCEDURE COMMENTS 

Date-stamp annual Fiduciary Report 
and place in case foldet; . 

Make appropriate entry in Equity 
Docket, including the date the report 
is filed. 

Make appropriate case folder entry. 

fox:>which 
-

Cross through the year the 
-report is being filed from the list 
of calendar years' on the white index 
card. 

PrE:!pare receipt for filing fee; send e) *The original receipt will be 
money/check with copy of receipt to mailed to the fiduciary with 
bookkeeping clerk. the Report of Trust Clerk. 

(See R,eport of Trus.t Clerk 
section. ) 

Review the Annual Fiduciary Report a) Maryland Rule V74(d) general.ly 
for the following: sets forth what the Trust Clerk 
1. Mathematical accuracy of .the is responsibJe for verifying. 

income and E:!xpenditures. 
2. Bond expE:!nditures for I!laintaining 

. the bond • 
3. All expenditures 

vouchers. 
verified by 

C .... 34 
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Equity Procedure 
ACM (1957) Chapter 300 

-----------------~---------,----~.-----,,----~~ .. -~~.~.------~--------~----~~--~------------------,---------~----------------.... -----------------... STATUTE '. 
DESCRIPTION fORM NO. 

o· 

I~ 

OR PROCEII>UflE 
RULE 

. 

b) Check for purchase or sale of aflY 
bonds, stocks, or c,ertifica/ces hi tl1e 
annual report against photocopies of 
these assets. ~ 

c) Check case holdings against photo
copies of passbooks, bank statements, 
and the like. 

d) Prepare Report of Trust Clerk. 

If no exceptions or recollU!lendaU.ons are 
filed: 

e) Mail copy of Report of Trust Clerk 
and a bill for open court coshs, if 
any, to fiduciary; mail copy of report 
to fiduciary'.s attorney. 

f) File original report in case folder. 
" 

If .a bond increase is recommended or :i.f 
exceptions are noted by the Trust Cler\k: 

g) File t~e original report in the case 
folder; prepare' appropriate order " 
for the Judge' 5 signature .• 

C-35 

o 
"-.J 

r 

( l, 

COMMENTS 

b) Thi;! Trust Clerk may request 
that a fiduciary submit photo
copies of all bonds, stocks, 
and certificates when the initial 
annual report is filed. 

c) The Trust Clerk may request 
that a fiduciary submit photo
copies of passbooks, bank 
statements, and the like. 

d) Trust Clerks may prefer to 
place an "XU over items on the 
report that have been personally 
verified. 

e) *Court costs are provided in 
the cost ~chedu}~ of the State 
Court Adm1nistrator. 
(See page C-3B.) 
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Equity Procedure 
ACM (1957) Chapter . 

DESCR!PTlON 

Inventory or Annual 
Report not filed when 
due 

Show Cause Or.der 
P.reflaration 

.' 

300 

FORM NO. 
~, 

13,14 C-54 
C-55 

15 C-56 

16 C-57 

-
STATUTE 

OR 

RULE 

Courtesy 

' .... 

PROCEDURE 

h) Forward case folder to judge for review 

a) Mail second notice to the fiduciary. 

b) Note: the due-date on the Trust Clerk'! 
desk calendar. 

c) Check desk calendar daily for receipt 
of the inventory or report. 

a) Prepare letter to C9urt 1) explaining 
the circumstances al1d 2.) recommending 
the entry of ,a Show Cause Order. 

b) Prepare Show Cause Ordef for entry by 
Court. 

c) Submit the cover letter and order to 
the judge. 

d) When order is signed and returned, date
stamp the order. 

C-36 

Ii 

C) 
) 

COMMENTS 

a) This notice grants fifteen.(IS) 
additional days for filing the 
inventory or report .. 

c) If the inventory or report is not 
received by the due-date, proceed 
as set out in the Show Cause Order 
Preparation section. Follow the 
procedure described in "Annual 
Report ~" sec~ion if inventory 
or report ~s rece~ved. 

L I., 
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Equ.ity Procedure 
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" 

ACM (1957) Chapter 300 

,STATUTE 
DESCRIPTION FORM NO, OR 

RULE 

MRI03 

" 

Courtroom Duties 

" 

. 

r..> . \_} 
:::./ ,;:,' \ 

;. ,\ 

... .., ..... -'.,"'. ,::'It .. - .. -·, .. -·-._~~ ______ _ 

u 

.~~.~- ~~~~--------.----~---~~ 

o 

: -
..• .. 

PROCEDU~E COMMENTS , 

e) Make appropriat~ entrie·s 'on case . . 
folder and Equity Docket. 

f) and send photocopies of Prepare the 
order to Sheriff for service on the . 
fiduciary. . . 

g) Note the answer date o,n the Trust g) The answer date is usually fifteen 
Clerk's desk calendar, when Sheriff's (15) days after tt),e date of service .• 
Return is received. ..,r . 

If there is no compli.ance with the Show 
Cause Order, . • 
h) Confer with the chambers judge (or the hI An'Open-cburt hearing for the 

judge most familiar with the .case) . removal of the fiduciary usually 
results. In some courts, the 
Central Assignment Office s,elects" 
'the hearing date and notifies the 

,'. Trust Clerk and all parties. The 
Clerk, in other courts, has 
responsibility for:· ~cheduling !;he 
hearing and nqtlfying the parties. . 

a) Testify at the hearing. NOTE; These hearings usually result 
in either continuing or discontinuing 

b} Make appropriate entry on rquity docket. the guardian. 

c) Make appropriate entry on caSe folder. 

C-l7 

... 

. . 

c . 

.. 

. 
. 

"';'--

r 

~ 
!: 
J . 
, 

~ 
r 
F 
! 

. I 
f 

~:"\ 



~~~--~~~----- -

[,I 

= __ '''''===-=_===="""' .. "'''''''''=_==_== _______________________ ..... __________________________ --'.'"1 ~ __ _','_ _______________ _'( ... t """'"3;.-~"i 0-

o o 
) 

.~ 
I 

D 
(.\ 

,. 

i 
u n 
j" J1 n 
n 
H 
\l 
J 

o 

"I 
i 

, .~; .. 

J 
fi 
Ii 
~ '\j , 

COST SCHEDUL~ 

I:: I , 
i 

1j 

Q 

CJ 

I) 



',' 

Il 

1 
~ /, 

~ 
N 
1'\ 
q 
fl , I 

\I 
t1 
11 

I 
1 

I~' 

C0l!~T COSTScEFFEC~IVEJUNE 1, 1975 

Schedule of court costs and charges established pursuant to. Chapter 548, Acts of 1975, 
Court Articles C.~:. 7-201 and C.J. 7-202, except where otherwis,e noted:" 

. ';: 

ADVANCED FILING FEES 

-i 

Clerk's 

40.00 

40.00 

40.00 

10.00 

10.00 

10.00 

30.00 

2.00 

10.00 

3.00 
~) 

Co 

'If 

COMMENTS 

New proceedings. plus appearance fee of $10.00 and 
advanced sheriff's costs ($5.00) for each party to be 
served in Prince Geo~gels County 

Issuing Writ of scire facias (Note: New procee~ings) 

Issuing writ of attachment, (garnishee) plus 
appearance fee 

Counter-claim,· cross-claim, cross-bill or third 
party claim 

Petition or motion f()r contempt (show cause order 
for contempt) or to modify .a1imony, suppor.t or 
custody after final decree 

Issuing writ of fifa, habere facias possessionen, 
attachment for contempt or supplementary proceedings 

Preparation of record on appe~l plus mailing costs 
(estimate) 

Or~er of satisfaction 

Annual f~duciary report 

Per page for recording any p1ea,~ing including bond 

C-38 
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COURT COSTS (continued) 

ADVANCED FILING FEES 

Clerk's 

5.00 

3.00 

1.00 

ADDITIONAL FEES 

.,:2 5 

40.00 

'1..00 

HOSPITAL LIEN (Art. 63 p. 50) 

2.QO 

2.00 

o 

Page 2 

COMMENTS 

For .. furnishing certificate of no divorce. 

For certification or exemplification of any court 
pleading, plus cOfit~ of copying 

For recording AVM, AMET or annulment decrees (Art~ 
17 § 34) 

For Is t page o.f x;erox copy 

For each additional page 

For eritering claim on claims' docket (Art. 47 § 3a) 
II 

For indigency case or transfer (Md. Rule':' 317) when 
final judgment entexed 

For indexing each name on Plaintiff's Cost "oo(;"ket' (optional) I 

Service charge in relation to funds deposited with 
clerk plus reasonable additional costs where necessary 

- (Amount varies to jurisdiGtion.) 

For docketing 

For releasing 

if 
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'CIRCUIT COURT OF 

EQUITY S1:JMMONS (Maryland Rule 103) 

DOCKET. __ _ FOLIO ___ _ 

CASE NO. ReturnDay 

&tatr 11 f tanrylnub. _________________ To Wit: 

Wo 

Yuu ufqhufUUY llUmm(lllUU tu filu a writtun anllwur (lr othor defense. on or before tho day 

uf .(this datu uuinll fifteen (15) daYliafler the ________ _ 

Ruturn Uliy( to tho 

NOTE: 

filE\9. against youin the Circult Court of 

WITNESS. the Honorablo • Chief. ludge or the of 

.lhtl " 
day or .19 

duyof 
tt-

. in the year 19 

Clerk. 

/y -
,,' >/,f/ " ," '_ "" "_'~' 

Personal Attenaance in ,C~urt on the, dal! ~amed 'Is not lteCes .... v. but ~unlesll you rUe a written answer or 
other defense in thej.Zie.rk·s Ornce, Roo~" Court House, ':'wlthin ihe time named ~ the 
'abovel Suml11ons. cO-lDphunant{sJmay obtain 'a decree pro confesso allalnst you, lNhich upon proper proof 
may be con~:ertet}llito Ii Cinal d!lcree for t~e relief demanded. 

" / 
~/ C~40 -----{it""'----------, .... · --9;..--·'-~--~·... :-;....._~~ ____ __' ..... __ ..,;,,= ..... ~,~::=..~~~'q~ .. ~,.f,: .. ~ 

(I 

C) 

" 

C) 

';1 

Md. Rule 112 

/. 
VB. # 

I .......................................................................................... !: .... 
9 ij 

I ......................................................................... ~~ ............ ~ ........ . 

MR. CLERK: 

FORM if 2 

DOCKET ................ FOLIO ............... . 

CASE NO ............................................ . 

FILED • •• ~ •••••••••••••• io.'f ............................. . 

IN THE 

CIRCUIT COURT 

OF 

PLEASE REISSUE SUBPOENA IN THE ABOVE CAPTIONED CASE . 

................................. ~~~ ....................................................................................................................................................................... .. 

............................................................................ ~ ....................... ~ ......... : .......................................................................................... .. 

.............................................................................. ~ ........ i .............................. ! ......................................................... " ...................... _ 

........................................................... ~ ..................................... ! ... ~ .... u .............................................................................................. . 

............. ~ ....................................................................................... .. 

Solicitm ,"" P14mCiJ! 

C-41 
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FOrol #3 

In the Court of 

File ......................... _ ........ __ 
YS. 

Docket .......................................... . 

Folio ............. .. ..... _ ........... _ 

NOTIFICATION TO PARTIES OF CONTEMPLATED DISMISSAL 
OF THE ABOVE STYLED ACTION 

No proceedings of l'ccord in ,the above styled action having been taken within a 
period of eighteen months, all cOlinsel of l'IJl!ul'd arc hereby notified, as provided by Mary
land Rule 530, that an Order of Dismissal for Lacle of Rrosecution will be entered after 
the expiration of thirtY (30) days from the date of service of this Notice as provided 
for and calculated by Maryland Rule 306 unless prior to the expiration thereof a motion 
is filed under section c of Maryland Rule 030. 

Copy of the nforegoing 
notice mailed to: 

-·· .......... --.............. -·Pl~i~titf" .... ·· ............................................................ , ............ · .................... · ........ ·Add;;S---· .. ···_· ........ · .. · .. · 

-.......... - ............ · .... ·pi~i~tiif-.......... ··· .... · ................ · .. ·· .... · ........ · .. · ...... '" .. · ...................... · .................. ·Add~~;B ...... -.. · .. · .. -· ._ .... . 

Att~n:;-~y·-i~; .. ·Pl;;:j';;-ti'ff·' ................................ _ .............. _ ......................... ·· ............ · .... · ...... · .. ~dd;~~8· ...... ·--.. -.. - .. -

Attorii-; .. ·fO'; .... Plii;;-tiif .......... · .. ··· .......... · .. · .. ·;j',···· .. · .... · .................. ·' ...... · .............. ·' .. · .... · ...... '.~dd;~;s ............ · .. · ............ · ...... .. 
If 
i/ 
Ii 

.•• _._ .• ~ __ .... __ ........ _ .•• __ •••..••• _ •••...•• __ ••••.• _ •. __ ....... !~ .......................... _ .• ~ ...................... _._ .. _ •..••••.•...•..•••.•. f ........... __ .. _ .. _ ..... _ .. ~_._ 

Detendant /' Address . 
,If 

_· .. -·_· .. ·-.. ·-·DefendiUit· .... ·_·_-····_······ .... _· .. :· ...... · ......... M .. • .... •• .. •••••• .. - .. ·-.... • ...... •• .. ··A·iid;~;B---.. · .. ·-.. -

Attorney tor Pefirui;ni .. ---' -, _. __ ......................... -....................... _ ........ ····Add~ess .... -· .. --·-·-·--:: .. · 

by regular mail, postage prepaid, this ..... , .................. day of· .. . . .......................... _ ........ , 19 __ .• 
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Military Affidavit und!!r Soldiers' and Sailors' Civil R.elief Act 

of. 1.940 and Amendment theretO of October 6, 1;)42 , 

IN THE 

CIRCUIT COURT 
OF 

113. 

Docket ........ :......... Folio ................ .. 

Military Amdavit 

.STATE OF MARYLAND, .,To WIT: 

I HEREBy CEltTIFY that, before me, the subscriber, a' Notary Public of said State, In 

and for said City, personally appeared .................................... ; ........................................................ . 

.................................................................................................................................................... ~: •••••• 't ••••••• 

and made oath in due iOl'm of law that he (she) knows the! defendant herein, and that to 

11!.e best of hia (her) Information, knowledge and belie! 

(1) said defendant is not in the military service ot the United States, 

(2) said defendant is not in the military service of. any nation allied with the United .. ~ 

(8) said deiendant hilS not been ordered to report for Induction under the Selective 
Training and Service Act ot 1~40 as amended, . 

¢ 

(4) said defendant is nota member of the Enlitlted Reserve Corpi who baa been nr
dered to report for military ~ervice. 

Subscribed and. sworn to beiore me 

uu.. ......................... day oi .................. _ .... 19 ....... . 

II .. "~~,.., ~ __ """'==o==_--... 
" ,I;.' 
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FORM 

DECREE PRO CONFESSO 

,;j 

• ~ ................... : •••••••••••••• ~ ..................... j .••• ! ••• ~ ••••••••••• IN THE 

·····r'·:············································· .................... . cmCUIT COURT 
'tiS • 

............................................................................. 1.
1 

.................. -....... -............... .;~ ................... ~ ............ . 

-OF-

........................................................... Term, 19 ........... . 

# 5 

The Defendant(s) ........................................ , ............................................... . 

••••• ••••••• + ................. ~ ....................... ~~ .......................... 4 •••• 4 ... 4 ........................... ~ •••••••••• 4 ......................... .. 

hav,i;tg been duly summoned (notified by Order of Publication) to appear to the 

Bill of Complaint, and having failed to appear thereto, according to the exigency 

of the writ (said Order). 

It· therefore': appearing from the proceedings, this ........................ day of 

................................................ , 19 ............ that the compla,inant is entitled to relief 

in the premises, the Bill of Complaint is hereby taken pro confesso agaiQ:lI the 

defendant(s) .......................... ; ........................................................................................ . 

.............................. '!'-...................... ; .................. - ........ ~~ ........ .;~~.~ ••••• ~ .................................................... .: ................ ; 

but because. it does not c~rtainly appear to what relief the plaintiff(s) (is) (arc) 

-
entitled the papers are referred to one of the Examin~r·Mastersof .. this Court 

"to take testimony to support the allegations of the Bill. 
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FORM # 6 

" 
(Maryland RuJe61 ]) 

.. Dalc. '••.••••• '0 

• • ••••• I, •••••••••••••• ~ • ~ ~ ••••••••• f 

o 
JN~THE . 

CIRCUIT COURT\"Ii f .. · 
, '~JV·\ ~ 

.' ...... ' ...................... ~ ....... . 
Ii 

VS • 'L1' 
~OF-

• •••••••••••••• ' ••••••••• of ......... ... 

'!'.".~ •••••••••••••.• !t ••••••••••.•••••• 

Docket.~ ...• Folio ...•. 
" Case No •.••••••. 

NOTICE OF DECREE PRO CONFESSO 

To: 
•••••••• ' •• ",1 •••••••••••••••••• ' •• 

•• ~ •••••••••• , .................. o •••• 

• ..... ' ••••••••••• ' ••• ' •• :. .......... ' • e ..•• 

.. ~ .............................. . 
(Adure~s) 

In accoruance with Maryland ~ulcs oC;Procedure, you are notified that a decree pro 

'confesso was entered against you in the abovt: entitled case on~ .......••. ; .•.•• ; •..•.. , .. 
• i\ • 

11 • 

If YQU wi~h to lake exccpti(J11 to this Deiicree Pro Confesso, y.ou have thirty days from 
" ,. .. 

the dUle of the s'aid Decree'Pro Confesso wit·hi'n which to do .so. 

COllY M"i1cd .•.• J. ••••••••••• 
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FORM #7 

REQUEST TO TAK,ETESTIMONY IN OPEN COURT 

....... .: ~ .............. ~ ............ . 
IN THE 

•••••••.••••• ' •••••••••••••••••• 0 ••••• 1, 

CIRCUIT COURT 
VS. 

-OF- . 

To the Clerk.of the 

Circuit Court of 

The plimtifi in this case respectfully shows 

TIIAT he. desires to examine orally. in open Court and in the, presence of the COll!t certain 

willlesses who Cljn testify to thc facts ano matters relt:~ant 10 the alleg:ltions in Ihe Bill of 

Complaint lih:o in this case. 

Your petitioner thcrefon: reqilests lhat the above entitled case be placed on Ih~ Trial 

Calendilf. 

And as in duly bound will ever pray. 

•• ••••••••••••• 0 •••••••• .- ••••••• '" 

Upon the foregoing Rcque!$t and Application. 11 is. this ....... , .•.....•.•.•...• day of 

..•.•••••••• 19 ...••••...• Ordered Illat Icave! be granted the plaintiff to take testimony 

as prayed. 
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OFFICE 'OF 'rHE CLERK FORM #8 

() 

CLcnl( 

R"" • • 0 

No. 

Dear 

Pursuant to Rule V74b of the Maryland Rules of Procedure, an inventory of 
all t~e assets of the estate of , the per'son for 
wqom you were appointed guardian, is required to be filed with the Court within 
sixty (60) days of the passage of the Decree of Appointment, which was signed on 

, 19 • There are nQ 1;orms available for'''; the inventory. 

You are further .required to file annual reports of all the activities 
occuring in the estate during each year •. The forms for the annual report will 
be mailed to you each year on the date of your appointment. 

-;.:":-

Very truly yours, 

, CLERK 

Trust Clerk 
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E'ORM #~ 

OFFICE OF THE CLERK 

QTir.cu it QJoltr± for 

CI.IRIC CHIC,. DCPUTY 

TELEPHONE: 

/1 

i' 

Ii 

Re: 

No. 

Pursuant to Marylanc:t, Rule V74c, you are hereby notified that your ~nnual' 
Fiduciary Report in the above entitled matter is due on 19 
for the'period of 19 through 19 • 

",'" The forma for your repott\are enclosed. Verification of the assets listed 
under Item No. 1 (bank accounts, bonds and stocks) is required either through 
submission of photocopies of the bank books, bonds dna stock certificates or 
by presentation of the original items of proof to the Trust Clerk forexamina-
tion. A filing fee in the amount of $. must also accompany your r,li!port 
when submit~ed. 

If your report is not filed by the ~forementioned date, the Maryland Rules 
require that the matter be brooght to thilSl attention or your sllrety, if any, and 
of the court for such action as is appro~~iate. ' 

• I)' 

.very truly yours, 
. CLERK 

Trust Clerk 
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FORM *1,0 

IN THE 

V8. 
CIRCUIT COURT 

" 
FOR 

IN EQUITY 
No. 

ANNUAL FIDUCIARY REPORT No., ...... 

For the period 

To the Honorable. the Judge of said Court: 

The Accoullt 01 

relJpectlullll shows: 

. i9 to .19 

T'I1Istee 
Guardia7l •. 

Fir!!l. That the p,.i'/l~ipul ul the TRUST ES'rATE '//U'W .,;u7IlIistlJ 01 the follo'Wing property: 

A UEAL EH'I'A'l'E 

LOCATION 

..... _._--'-_. _ .. _--------- .. -"~ ~-- .. - ._--------

.---~--- .'" , , 

\.' " .......... _---......... - ""-" 

-: '-'''--'''-'''-' .,~, .... - .' --..- --'''-''. 
." ~~.- .. -.. _---.. 

- .... _. _ .. ~_M. ___ ... ,_ ... 

------. .. -.~ 

" .... _-_. "'-

, 
; .~ 



f; 

PORN 111!l 

II .L1~ASlmOJ.ll 

WGATION 

-._--_. __ ._. ----

.-

c MOU'f<:AGEH. 

LOCATION Of PIIOPf.lIl'¥ AM"I' 01' ~lUltTt;At;~ 

~.------.. -.-

.. _-'-' --"---
( 1---- -1-- ." ..... _-.-... -

,-_. -----.-------1-.-... -
, ______ ~w.~ ... _.~ D 

I' ... - _. -

BONUS 

r NAMf. Of OUUt;OIl 

Lo- --" .--------~ .. -- _. 
~.------ .. ~-.... " .. - "' .... 

1---· --=- ,". 

SHIUAL NUMDf.R i'ACf. MATI/R/TV 
VALUf. Of IIONDS 

.----- ._-- ... --'-.--"'-
..... _----_. . .. -_ •... _-

1--.-----------,---------- -

1-- ----. -.- .. , 

1---_ ... , .. ---- ... -.-.... - ... 

.- 1----_._" -

... ... --, ----.-" ..... -I· 
1-. 

o 

11-----·-_·,,·_-_·- ' --' -----

~.----.- "'- . '~--"-I___'" ".-1--,--- .--'-

.... .c...------.-.. -t--.!.._-- ______ ---:-_I-._. _ -.-I'---~ ,.-

_. _L., _____ ..L. ___ .• __ 

(~) 

!-I! 

(, .~,".: 

xJ o 

------,.-~ --- -- ----.,. -

E 

NO. AND CLASS 
Of SIIAlifS 

1------1---

11----'----·---+---___ . ___ ...... __ ... 

II 

STOCKS 

NAMI! Of COMI'ANY 
CJ!IITIPICAT! NOS. 

-_. -· .. ··--·-----+----11 
-l--~ _____ _ 

---_.-
. .. .... -. +---·---11 

. - - .. ----. _. ·,----_·+--------11 

--'-'---
- .. -~·-.. ----·----I------_li 

It------+---... _ .. _ .. __ ._ .. _._ .... ill 

f-..... _-. --_ .. -/---- ....... 

"'-r-'--

---_. ---_.-
.... -1--

G 

NO.·EOOK NAME OF SANK 

CHA'JVl'ELS 

.-...... _. __ ... _ ..... ;,--+--·----11 
\. .... ~ 

. ---.-.----'-

------- ...... _-. 

. .. _---
. .-.- - .. -.. _(] 

'TOTAl. CASH $ .............. -.. : .. . 

NAME UNDER WHICH OEPOSITED AMOUNT 

:--:...; 

II 



FORM #10 

Second. That tile fol/uwing ellanges in tile PRINCIPAL of the Fiduciary Estate have occurred 
4ince the last prior report. (Attach ezhibits rel/uired by Rule V74c) 

A 

DATE DF.SCRII'T10N INCLlILlING NAME Of 
l'RANSI'v'RF.F.. I)!Sl'lllllU1·llF.. nCo 

GROSS AMOUNT 
01' SALES 

EXPENSES NF.T AMOUNT 
R£C~IVED 

II----j--·--····--··-
----_._- - ···r .. --.. ------

, ........ ----- t- - .. -------. ..,-

Ii----""t-'--------..... ------ ---- - .. 1-..... -----_j_ 

------.------... ·---il--------lI 

. r---.~------ .. - ---- .. --.---~,.. - :-;---' ----

II 

DATE 

r---'--

TOTAL NET RECEII'TS 

EXPENDI'l'UltES-PUHCHASES. INVEST!'11ENTS, EXCHANGES, Etc. 

LlF.SCRIPTION INLLIILlING NAMti Of l'A VEE PUllCHASti EXPENSES 
I'RICH 

" 

.. 1-.. --....... 

GROSS 
AMOUNT PAID 

----

'--!~---'r_'. · .... -11---·-· .... --

--------- . __ . -.--.. ---. 

r---

r-----~-.-. 
I 

--1-'" J 

.. ---.----
.. r----.-...... 

,,-t-- .. ---- ... -.,-

Total gros~ cxpcnllilul'C:! $ -..:.-------11 

Net (difflH'encc bctween receipts and expenditures) $ ______ -.,..-;1 

CorpUs ca:lh uiihlllCI! U~ \lUI' lUlIt prior repurt $--------11 

Pl'l!Sllnt CU1'JlU~ cll:!h ualallce $,---------u 

c.\ 

c)-

I 

FOP.M #10 

MEtrIOHAN1)lJ:I! OF !.:-.rCOjll:: 

Third. Cash balance as per last report 

Incume l'cceived by Fidudury ~iJi~e lust uJl/llIal rCl)Ort: 

$ .................. . 

TOTAL GItOS!! INCOME $..... 

11'111/ dlll'inll tllllt lil//I' till' Pitllll'illry hUll lIIade PIlYIUI!lIts 4[JY'l'eyuti710 
(OpI'l'IIlillll "J!/WIIIWII) 

$ ...................... .. 

LeavillY the NET lNCOMEof tlte ESTATE $ ..................... ~ 

II'hil'h Jill 11Il.~ IlIlit! UUI'/' tu 

LBAYING A CASU BALANCE O~' INCOMBllNUIS1'lUIJUTED TillS DATE $ ._ .......... " ...... . 

i 

I 

~ 



; 
! i· ' 

C~ , 
'" 1;. 

c ' 

I, 
I • . , 
" 

Receipts :JJla Vouchers will be exhibited when rCt]1tircu to the Trust Clerk CXaJII'illillg and verifying 

th~·1'.elJ:{rt: 

Stale of Maryland. • lo wil: 

[ hCl'eu'lj certify thut 1m this 

llel'suuull/J apPl!u'red befu/'I! 'Ille 

ua'lj of 

Tnlstec '. 
GuardJa1I, 

.......... , ..........• 19 .... --

IIUt/lllm/11 utlllI 'i'll dill! Itll'II! IIflul(! thnt /he -mutkrll 11/1(/ fucts stuted in tho IUl'('uui'll!/ 're'part are true all 

Iilel'd" 811t fartll, 

ALTERNATE 

VEIUF!CATION: 
[(WE) tlo .~'ijllll/llli/J dccllll'c ami u/Ji'TIlI '1I11cil'l' lite ]H'Jlultiell ufllBrjLlrll Iltat Ihe COli/cuts of rhe fore. 
!/1';/lIlIl"I'IlIIIIIIII'C II'II(! IIIld ('tI/'I'('d Iu till' Ut'.~1 til 11111 (UII/') kUllwl!,dyc, il//tll'uwliul( UJIU belief. 

DATE 

................ _--............................. - ... __ ... --_ ... -_._ .. _----... 

. • &_.~ __ ... ~_._ .. ~ ..... ~ .. __ .~ .•.••. , .. _".~""_.""" •. """"._,,.""_ •• _"".'"_ ... 4," •• ''' 

Trustee 
Guardian 
Attorlley 

I 

0-' 

\, 

vs 

NO 

IN THE 

CIRCUIT COURT 

FOR' 

______ EQUITY 
-'------_.-------------

ANNUAL FIDUCIARY REPORT NQ, __ 

for thl! pl!rioo'of __________ .Il) __ to ________ -:--_____ .19 __ 

TO THE HONORABLE. THE JUDGE OF SAID COURT: 

The I{eport of ____ ~ _______________________ _ 

Trustt!clCullllnittt!t!/Guardian, respectfully shows: 

I. That the Trust Estatt: now consists of the following property: 

Cash _______ ~~~~~~----~---$ 
(Checking Acct. No,) 

Cash ________ ~~~~~~---------
(Savings Acel, No,) 

Savings Certificates ______________ _ 
$ _______________ _ 

TOTAL CASH . . . . . . . . . . . . . . . . . . . ~ . . , . . . . . . . . . . , ...... . 

OTHER: 

Real Estate _-"~~~~----'-------_-----',-.--:-------....;.,_-:..._ 

Leasehold ______________________________ _ 

Mortgages ___________ ~_, __ .. __________________ _ 

Bonds (State Name of Obligor. Serial Number. Face Value and Maturity Date of Bonds) 

EQ'",", \II' MOI!E SI'A~E IS NEEDED, INSERT EXTRj\ SHEET) 

C-50 -- .. _._------------_::.....::..::..-._-----_._--
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FORM # 11 

C.
' .,-... 
) 

Slocks (State No. and Class of Shares. Name 01' Company and Certificate Nos.) 

2. That during the rcporting pt;riod thc following income was received: 

TOTAL RECEIPTS ................................................ S ====== 

J. That dui'inlol the rcportinlol pcriod the following disbursements have been made: 

TOTAL DISBURSEMENTS ..•............. '" •........... $ ========= 
£Q·44A 

C-Sl 

l' . . . 

C) 

0· ... · __ · ... · 
"":' 

--- - --------,.-----

.FORM ~ll 

4. A recapitulation of the ar",rcguing is as ful1ows:'" 

Cash balance as of last report: $ 

Income received during reportinlol period:' $_----------
TOTAL GROSS CASH BALANCE. 0 .... 0 ..... 0 0 ... 0 0 0 ... 0 ... 0 .$ 

Less: Disbursements. made durinlol reporting period: 

$ _________________ _ 

Leaving Net Cash Balance of thOe I;state o. 0 0 0 • 0 • 0 • 0 0 0 •• 0 0 •• 0 0 • 0 0 $ =========== 

VERIFICATION: 

I (WE) do solemnly declare and affirm under the penalties of perjury that the contents of the fore

going account are true and cortect to the best of my (our) knowledge. information and belief. 

Dale: ____________ _ 

TrUSIC:C 
Cummittee 
Guardian _-,-______ . __________ _ 

Address: ____ .:.... __________ _ 

Tel: ______________ _ 

'fru~h:c 
CumnliUee 
Guardian __________________ _ 

Address: _______________ _ 

Tel: ______________ --'~ 

TrU~lcl! 
Cummial~ 
Guardian _________________ "..-_ 

Address:o ______ '--________ _ 

Te1: ___________________ _ 

C-S2 
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PORt-! 1112 

~ ........ ~ ..................... " ...................................... _ ............... ~i>, .... _ .... _ ............ - ...... . 
,.' 

IN THE 

CIRCUIT COURT 

FOR 

VB 

NO, ............................. EQUITY 

.. oO'oO,.. ............... ._ .... __ .......... _ ....... - ...................... _ ... _.-_ ............ - .. -

REPORT OF TRUST CLERK 

The Trust Clerk reports to the Court that he haa examined the report of the , ................ ----........ -

~led in this cause, covex'ingthe period of ............................................... through .... : ....................................... In 

accordance with the Maryland Rules of Procedure as follows: 

Bonds, stocks and bankbooks enumerated in first paragraph. of foregoing report have been
exhibited to me and agree therewith. 

Det!d~, conveyances, unt! other evidences of title u!:! to remaining assets in fir~t paragraph examine& 
to extent deeme~ necel!!:!ary and found in order. 

Bond of fiduciary is/is not considered adequate. 

Surety., ..................................... - ............................ . ._ ........ __ ......................... -..... -.............. - ............ --_ .. _ .. _-_ .. -
Amount ............... .... ....... ~ .. ~ ......... - .. -~ ........ -.................... -.-.. -....... . .......... "''' .. '' ............ . 

Exceptions, if any, or matter!:! to be called to the attention of the Court: 

... _ .... _ ...... _ ........... - ........ - ........................... _ .... _ ............... -.......... .. 

-' ....... -. - .. -........ --............ -- ..... ~ ........ -_ ..... _---_ .. _ ...... __ .-......................... _ ... -................ - ...... ~ ............... -..... --_._--_ ...... , ................. . 

' ............. _ ... _ ... ~, .... ~ ...... _ ..... _____ ........ _ ... __ ............ h""_ .• -
...................... _ ...... _ .. _ .... w ......... _ ................. _ .. _._ ..... _ •• -_. 

...... ~ ..... o'... • .. -. __ .. _~ .. _ •• _ ..... _ .......... _....... . . -.. _ ............... --.-~--.. ---.......... -
TruuL Clork 

C-53 
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FORM #13 
OFFICE OF THE CLER:< 

Olirmii Qr.ourl for 

CU:IIK 

CHIEP' DEPUTY., .. 

No. 

Dear 
On , 19 ,notice was ~ailed to you advising that the 

Invento~y of Assets in the above entitled mattf'r should be filed with 
the cqurt.vd thin sixty (60) days of the passage of' the: Decree of 
AppOintment, dated , 19 • To date, the inventory has· 
not :been filed. Unless some reply is received within fifteen (15) 
days from the date of this letter,fi,t;'will be necessary to present 
this m~tter to the court for further action • 

Very truly yours, 
CLERK 

Trust Clerk 

~f' ' 
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OFFICE OF THE CLERK 

OJirmit ((Loud for 

ci.l:RK 

(:HI&I' D&I'UTY 

Re: 

No. 

Dear 

On 19 ,. not.ice was mailed to you advising- that the 
Annual Fiduciary Report in the above entitled 'matter should be filed with 
the ~ourt by' 19 To date, the report has not been 
filed. Unless some reply is rec~ived within fifteen (15) days from the 
date of this letter, it will be necessary to present this ~atter to the 
court for further action. 

Very truly yours, 

CLERK 

Trust Clerk r:..-· 
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o 
CLERK 

Honorable 
Circuit Court for 

, Maryland 

Dear Judge .. . . 

"OFFICE OF THE Cl.ERK FORM if 15 

.. , .. , 

ie: In The Matter of 
J a non 

compos mentis 
No: Equity 

With reference to the above entitled matter, the gua·rdian 
has failed to file annual fiduciary report after being 
notified by the undersigned by letters dated 
and 

Therefore, pursuant to Maryland Rule V74e, the attached 
Order to Show Cause is ~resented for'your consideration. -

Very truly yours, 

CLERK 

Trust Clerk 

C-56 
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FORM #16 

IN THE 

CIRCUIT COURT 

FOR 

VS. 

No. ___________________________________ _ 

ORDER OF COURT 
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FORMS LIST 

LAW 

1 Civil Receipt Form a:pd' Statement of Costs 
l' '.:,~ .:_~: /i ;_.~. 

2 Civil Sununons 

3 Show Cause Order (for Court appearance) , 
,~,\ 

4 Show Cause Order (by a given da,te) 

5 Notification To Parties of Contetr~Rl~A;::E;fl Dismissal (GEN..,.24) 
,~<,: -';,t>'"\ __ "" 

6 Witness Summon's/Subpoena' Duces Tefi<t;;P'(' 
. :.;!\~:~,;<~~~, ~:~~(5~ 

7 Order of Court OnPlain'tiff I s Mot±~):r:"">;~~~:9r, Summary Judgment 
:'l;:: 

I 

8 Attorney's Attachment RequestFO'rm 

9 Attachment Form 

10 Fieri Facias (Fi ~a) 

11 Sununons (Confessed Judgment) 

12 Notice Under Maryla.nd Rule 1217 (f) (2) 
Exhibits Filed During Trial 

d (i) 
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Law Procedure 

DESCRIPTION 

civil Jurisdiction 

.'--, "._-,,-.' ----.~-.~_r---

(l 

.-----------------------------------------------------------------------------------------------------------~--==~~==~ 

FOf{M NO. 
",.)HAOTRUTE 

RULE .. 

C •• i.4-402 
- (d) 

C.J.4-402 
(e) (1) 

C.J .4-40.2 
(c) (2) 

D-l 

"ROCED~IRE 

o 

COMMENTS 

NOTE: A plaintiff may elect to file 
suit in a Distriet Court or a 'rrial 
Court of General Jurisdiction, if 
the amount in controversy exceeds 
$2,500.00. The District Court 
retains exclusive jurisdiction in 
cases involving amounts not greater 
than $2,500.00. Concurrent juris
diction is exercised by District 
Courts and Trial Courts of General 
Jurisdiction in cases involving amoun~ 
between $2,500.00 and $5,000.00. 

If the amount in controversy in 
a civil action exceeds $500.00, a 
party may demand a jury trial pursuant 
to Maryland District Court Rules. 

Replevin Actions, however, are 
exclusively within the jurisdiction 
of the District Court. 

\.) ....... ~~{i.-----_:_--... t"----------~"'-----~-------.-------
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Law Procedure 

- . . . ' - , . . ' . . , 
STATUTE 

. , 

DESCRIPTION FORM NO. OR PfWCEDURE 
RULE 

_. .- " . 
9.::-iginal Papers filed MR1217 Examine original papers for the following: 

.. 
1- Papers conform with requirements 

set out in Rule H17. This rule 
states that ,the papers can have no 
backing or cover. Additionally, 
each paper must be not more than 
8-1/2 inches in width, have a top .. 
and left-hand margin of not less 
than 1-1/2 inches each and must 
not exceed 13 inches in length. 

,\ 

. : .' 
I 

" ~ . :: 

" 

2. Action' is within the jurisdiction 
of the court. 

'" 3 . Venue requirements are met. 
It - 4. Names and add~esses of parti~s are '" r listed in 1) t.itling, 2) int~~~uc-J tory section of the d~clarati(:~'p, or j! .I 3), such other appropr~atepiace . 

" . 
" 

'I '01 

" 
0- 2 

, 0 

I) r) 

o 
) 

,-
COMMENTS 

\\ 
" - " 

l. If the papers are filed by an 
attorney and do not comply with 
.the requirements set out in 
Rule 1.217, the Clerk requests 
the attorney to ,correct any 
problem. If the papers are 

' filed by an individual in 
" proper person and do not comply 
with the requirements set out 
in 'Rule 1211, , the Clerk advises 
the person of the propexproce-
dure . 

NOTE: Rule 1217 only establishes the --proper form for filing papers; it does 
NOT authorize the refusal to the 
papers. 

2. See CivH Jurisdiction Section. 
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Law Procedure 

.DESCRIPTION FORM 

o 

NO. 
STATUTE 

011 

RULE 

MR343 (b) 

PROCEDURE 

5. Execution of all neces~ary 
signatures. 

6. Plaintiff's attorney's office 
address and telephone number. 

7 •. Prayer for jury trial. 

0-3 

o 
u 

6. 

7. 

(; 

COMMENTS 

If this information is not 
lncluded in papers, suggest 
that attorney supply the infor 
mation. Clerk should check 
for this information before 
the party leaves the office. 
The party should designate 
the address where he/she may 
be s,erved. H, 

If a jury trial is desired. a 
Prayer for a jury trial must 
be filed by the Plaintiff whm 
the original declaration is 
filed. It must be in writin9,. 
separate and distinct from 
the body of the original 
pleadings. A new plaintiff 
has fifteen (is) days after 
being made a party plaintiff 
to elect for a jury trial; 
a defendant has the same time 
in which he has to file 
his/het first responsive 
pleadings to the merits in 
which to elect for a jury 
trial. 

() 
\J 
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Law Procedure. 

STATUTE 
OR 

RULE 

. . . ____________________ ~--~----T_-~--~--~--------~----~-----------------.--------------------~~----------
COMMENTS' 

DESCRIPTION FORM NO. 

C.J.7-201 

1 
If 

8. 

9. 

11. 

PROCEDURE 

sufficient nwnber of copies of 
pleadings, with,tpe exhibits 
attached, are provided for service 
on each defendant, unless.other
wise ordered by the court. 

Other pleadings attached whj,.ch 
require service. The two princi
pal types of additional pleadings 
are 1) interrogatories and 
2) notice of deposition. 

8. The attorney, or party in 
proRer person, is soiely 
responsible for providing the 
necessary 'number of copies 
fo~ service of process. 
'~ithout these copies, NO 
service is issued. The
Clerk should telephone the 
attorney to provide the 
copies. 

Proper exhibits are attached or 
filed ~ith the original pleadings. , 

Advance costs for filing are 
correct. 

0-4 

~ .. 

.1 

11. *Assess costs. Costs for 
filing may be waived. Such 
in forma pauperis proceedings 
are authorized"by the judge. 
(See page 0-56.) 

NOTE: This section (c.J.7-201) gives 
authority to the State Court Adminis
trator to prepare a schedule of costs 
covering all court costs. No Sheriff's 
fees are included in this schedule. 
Clerks should refer to this'cost 
schedule when determining proper filing 
cosl:J's. 
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Law Procedure 

OESCfllPTION FORM' NO. 
STATUTE 

on 
nULE 

"1 

,-

- . PROCEDURE COMMENTS 

---------------------------I-----I----~----------~--------------------------------------------r_--------------~.---------------------------

I t II 
- \!,:] 

:1 

\~ 

I 
~ 
~------

Original Proceedings 
Processed by Clerk 

o 

Enter the following information; 

1. Date and time lhrs/min) of filing. 

2. Docket and Folio Numb"r. The 
Docket Number is the ni:.-~\b~r of 
the Docket Book in which th~ case 
is docketed. The Folio Numb",;- is 
the docket page number on whicl. 
the case is docketed. 

3. Fil'e o.r C-ase Number taken from a 
master number sheet or simply 
assign next sequential number in 
file drawer. 

0-5 

No'rE: Certain information must be 
placed on the original pleadings for 
identification. Although ther.e is no 
rule or law governing its placement, 
such information is usually placed in 
l} a preprinted area on the papers 
or 2) at the bottom of the pleading. 

2. (See Docket Numbering Section) 
The combination of th~ Docket 
Number and Folio Number may be 
called the case Reference 
Nuqtbel:. 

!'!o'rE: :::ome local' practices requi re 
tlie Clerk", to number each pleading 
to. ! nsure ~hat all papers are in the 
case foldel:. 
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Law Procedure 

DESCRIPTION FORM NO. 
STATUTE 

OR - - PROCEDURE ~iOMMENTS 
" RULE n 

---,.--------J---J---+.---.;~~--+---:--------------I------~~-'--~---------1 

NOTE: Some courts· may enter the Return 1 ...... 1. 

Original Pleadings 
Docketed by Clerk 

1 

. '.' 

J' 

0-57 

a) 

bl 

c) 

4. Deposit fee using the suggesteq 
receipts and va~idating machines 
in standard use in State. 

Enter name of the attorneys of record 
in the case and date the action is 
filed. " 

Enter name of plaintiff(s) and 
defendant(s), or the party(ies) 
in an ex part~ praceedi·ng. 

Entera description of tile' type of 
pleading. 

0-6 

Date and/or the Answer Date on the plead- I 
iugs. The ReJ:4rn Date is the first Monday t· 
of the following month in which the Pleadhienq : 
was filed, unless otherwise directed by t 
court. The Answer Date is fifteen (15) 
days after the Return Date. unl~s~ other-
wise diLected by the court. 

b) The names of the parties involved 
in a case are known. as the caption. 

NOTE: The degree of detail ir. these 
descriptions varies among courts.' 'rhe 
objective of these docket entries is two 
fold: 1) to provide a concise case his-
tory and 2) to facilitate locating a 
particular element of the case history. 
In entering this infomla.tion, the Clerk 
should strive for clarity and concise
ness. 

1,1 () 
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Law Procedure 

DESCRIPTION 

Process ,Issuance 

." 

FOIlM NO. 

~; .. , 

STATUTE '. 
, on PROCEPURE 

RULE 

MRI03,I05, 
324 

MRI03,105, 
324 

d) Assign a number to' each elChipit or 
attachment; enter <4, description of 

, each ,under the Entries col!umn of the 
Docket Sheet. ,l ' 

e) Enter. the fee collected and the 
receipt number and/or other pertinent 
data. 

f) Index the action in all parties' 
names. 

g) Pr~pare papers for serving of process. 

NOTE: If the original pleadings are in 
proper order and adequate copies of the 
pleadings are provide4 for service of 
proce~s, ,the Clerk issues process accord
ing to the'following procedure. Each 
~ of service is 'lsepara tely discussed. 

0-7 

II 

0 

-.,- -- ---

:.~. ," -"-, 

COMMENTS 

e) Some courts enter the name of the 
person paying the fep 

f) Some courts use'a book index sys
tem; other co,prts use strip
indexing. 

NOTE: The order for processing and 
docketing original pleadings will 
vary. Some courts prefer to docket 
the pleadings first and then place 
the necessary ~nformation on the 
pleadings. Others favor processing 
the pleadings before entering the 
inform~tion on the Docket Book. 

g) See Process Issuance Section, 
below. 
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Law Procedure 

STATUTE 
.. 

DESCRIPTION FORM NO. OR PROCEDURE COMMENTS 
RULE 

U Service. within State -.-
- , . 

12 Show Ca~se 

it) In Rem or Quasi In Rem 
(a) Whereabouts of Defendant. Known 
(b) Whereabouts of Defendant Unknow 

(1) Service by Publication 
(2) Mailing and Posting in 

Lieu of Publication 
j 

~J 
":-; 

:. l'l 

II Ii 
1 

.-
:"' . 

H Service on C~rporations - , .. ;: 

U Service Nithin 2 0-58 Preparejasof course, the summons for 
State each defendant in the state as follows: 

l. Enter name of parties in case 
(caption) • 

2. En,ter city/county in which the 2. Prepare a separate summons 

~ 
defendant resides. for each defendant living in 

a different juriSdiction. 
" 

';; 

" 
3. Attach appropriate copies of 3. Attorney is responsible for 

pleadings, exhibits, and providing adequate number of 
attachments. copies of pleadings, exhibits, 

" 'and, attachments. 

4. Enter Answer Qate on bottom of 
': t, 

summons form. 
-

s.~_ 

0-8' 
" 

" 
I.:::;:,:~= 
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Law Procedure 

',1 
I) • 

-;:-. 

) 

----------------------~~--_r----1r--------~,------~------------~----------------._,-----------------------------------.---
DESCRIPTION FOAM NO. 

STATUT~ 
Oli 

RULE 

MR309 (bJ_ 

MRl03(c) 

PflOCEDUflE 

5. Sign Cle,rk'::; name. 

6. Stamp summons with court seal 
impression near Clerk's 
signature. 

7. Forward to Sheriff for service 
unless otherwise directed by 
counsel. 

0-9 

0,
" 
'" /'. 

u 

~OMMENTS 

No'rE: Unless the court has prescribed 
a-aTffere~t Return Date, the sun~ons 
is returnable to the next return day, 
or to the succeeding retur,n day, if 
the plaintiff so directs. (See Show 
Cause, below.) 

5. Deputy Clerks may sign Clerk's 
name on the sunUlIons. 

7. Although the Sheriff may take 
delivery of the papers by 
personally appearing in t:he 
Clerk's Office, the res
ponsibility of delivering the 
papers to the Sheriff remains 
with the Clerk. 
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Law Procedure 

-.,-, 

() () 
-) 

------~---------------r----~---,r-S-T-A-T-U~T~E--~------~.-.~~-------------------------r--r_----~------------~--------------

DESCRIPT.ION FOAM NO. OR PROCEDURE COMMENTS 

Return Notif.ication 
by Sheriff 

Return Not Served/ 
Made Non Est 

RULE 

MRl03 (k) 

MR112, ·530 

a) Attach card to summons. 

b) Make appropriate docket entry to 
indicate use of the return notifica
tion. 

Reissue sununons. 

0-10, 

NOTE: Counsel may' rpquest return 
notification by the Sheriff by sub
mitting a stamped. self-addreSsed 
card. When completed by the Sheriff, 
this card indicates whether service 
was made. 

NOTE: If a summons is returned Non 
Est or not s~rved, proceed under MR 
112. It is suggested that the Clerk 
notify counsel before re-issuing the 
sununons. (See Reissuance of Sununons, 
below.) If after two returns of Non 
Est or not served-;5ee MR530 for 
dismissal of case for lack of service. 

-,if? 
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Law P.rocedure 

DESCRIPTION 

Return by Private 
Process Server 

Service by Elisor 

FORM ~O. 

2 0-58 

STATUTE 
OR 

RULE 

MR1l6 

MR1l7 

~) 

b) 

b) 

1'\ , 

pROCEDURE 

Make appropriate entries on ~ocket and 
case fold~r. 

File Af~idavit of Private Process 
Server, 

Make appropriate docket and case 
rolder entries for entry of Order of 
Appointment: of ElisolC'; file order in 
case folder. 

Prepare sununons for service. 

P-ll 

o 
u 

:::-

--
COMMENTS 

b) Affidavit cOntents must set out: 

1. ~~m~ of person served 

2. Date of service 

3. Particular place of servi6e 

4. Manner of service 

5. Statement whether person making 
service is of the age of 18 or 
over 

NOTE: No fee for service is allowable. 

NOTE: If the Sheriff is a party to 
the action, he is disqualified from 
making s,ervic~. 'I'he Courl: appoin ts 
an Elisor tOnlake service in that 
particular case. 

b) See Process Issuance, !! Service 
Within State. 
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Law Procedure 

DESCRIPTION FORM 

Registered Mail 2 

Service Fees for 
Sheriff 

\!;:;~. 

#2 Show Cause 3,4 

NO. 
_ STATUTE 

OR 
RULE 

-r 

•. PROCEDURE 

c} Forward to Elisor for se~vice. 

0-58 MR104 (h) {2) a) Prepare summons for service. 

C~J.7-402 

0-59, MR384 
0-60 . 

I' • .1 

b} Tel~phone counsel tq pick up papers 

c) 

a) 

b) 

for service by registered mail. Hay 
also mail papers to attorney. 
Make appropriate entries on docket and 
case f.older for return-receipts and 
affidavits s~bmitted by counsel. 

Assess proper fee for service by 
Sheriff (or Elisor). 

·Make appropriate -entry in Costs Section 
of docket. 

0-12 

-- -,.-------

.. ----... ---~------""';===-

9 

COMMENTS 

c) The Elisor makes same type of 
return as Sheriff. 

,.. _0. ~; 

NOTE: Fee for seqrice is allowable 
as a cost of the case. 

c) Affidavit of counsel states that 
summons and attachments were mailed 
by registered mail, return-receipt 
requested. 

~) *Assess costs. S~e Sheriff's 
Fee Schedule. 

NOTE: On motion of the plaintiff, the 
Court may reduce the amount of time 
for answering by entering a Show Cause 
Order. 
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Law Procedure 

'. 

DESCRIPTION 

j3 In Rem or Quasi 
In Rem:- ---

(a) Whereabouts 
Defendant 
Known 

o 
u 

,._-----

. -. 
STATUTE 

FOflM NO. OR 
RULE 

\ -,' 

, ' 

of 2 0-58 MRlO5(a) 

.. 
PROCEDURE 

a)- ~ake appropriate entries on. dockat. 

b) Prepare sununons according to procedur~ 
set out in Section U Service Within 
State, above, modifYIng appropriate 
parts to corFespond with the Show 
Cause Order. 

c) Prepare true copy test of Show Cause 
Order;: att.,\,cl1 copy to S Ulll!1lons. 

'.i 

i 
p'repare, as directed, the S~lIl1rllons for 
each defendant as follows: 

tf 
l. Enter name of parties in case 

(caption) • 

2. Enter city/county in which the 
, defendant resides. , 

1. Attach appropriate copies of 
pleadings, exhibits, and 
attachments. 

D-13 

--------,-----------

Ii" 

,'t. 

._-- . . 
COMMENTS 

, 

2. Prepare a separate SUIlUllons 
for' each defendant living il') 
a different jurisdiction. 

3. Attorney is responsible for 
providing adequate number of 
copies of pleadings, exhibits, 
arid attachments. 
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Law Procedure 

DESCRIPTION 

,\ 

(b) Whereabouts 
Defendant 
Unknown 
(1) Service 

Publica-
tion 

of 

b}' 

-~-

I 

FORM NO. 
STATUTE 

OR 

; RULE 

MRI07(b) 

-

. 
" 

" 

MRlOS(b) 

MRlOS (b) (1) 

\~ 

,. 

.- , . - . .. 
PROCEDURE 

'\ 

4. Enter information directing the 
defendant(s) to file initial 
-pleading within sixty (60). day~ 
from the date. of completion of 
service if made in the limits of 
the United States and ninetr (90) 
days if beyond. 

5. Sign Clerk's name. 

6. Stamp summons- with the court 
seal impression near the Clerk's 
signature. 

7, • Deliver to attorney or designated 
person for service. 

" 

NOTE: Service of process by pUblication 
must'be ordered by the court. When an 
order of publication is received, the 
Clerk proceeds as follows: 

a) Prepare a true'copy test of the order 

0-14 

t 

~----------------=====~ 

9 

.. .. -
COMMENTS 

4. Except to Confessed Judgment 
which- .requires only thirt.r 
(30) days notice pursuant to 
MR64S (el • 

~ 
~ ~-~ 

5. ~Deputy Clerks may sign 
~lerk's name on the 
,summons. 
"j!l 

7. Clerks may accept the 
designation ofa person for 
service verbally, but a 
written designation is 

" 

'\ 

" 

~ 
II (i 

preferable. 

? 
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Law Procedure 

DESCRIPTION 

.~----------------- ........... -

FOAM NO, 

--,>. '.--.-' ~~~ 

... .. '. 
PROCEDUflE COMMENTS 

STATUTE 
OR 

RULE 
---------------------4----I-~-+--~~--_4--~----~,~~~----------·----~----~-----------------------------------

(2) Mailing and 
Posting In 
Lieu of
Publicatio/1 

0·, , . . -. 

,I·· , 
b) 

.. by writipg or stamping u", TRUE COPY 
TEST" on the-copy of the order and 
signing the cleric's name to the 
certifications. No cou~t seal is 
requil1ed. 

Deliver the true copy test to the 
appropriat;e perso~ or source for 
pu)llishing. 

c) Upon receipt o~ the certificate of 
the publisher, file the certificate 
aft~r docketing aqq noting it on 
the case folder. 

MRl05(b)(2) NOTE: Service of process by mailing 
ana-poBting in lieu of publication must 
be ordered by the court. "'hen an order 
for mailing and posting in lieu of publ~
cation ~s rece'ived, the Clerk proceeds 
as follows; 

a) Prepare two (2) 'true copy tests of 

0-15 

o 
u 

bl Attorney may. request a particular 
publisher. 

NOTE: The order of publication is 
published at least once a week in each 
of three successive weeks, the last 
publication being at least thirty (30) 
days before the day fixed in the order' 
for the filing of the defendant's 
initial pleading. 

cl The certificate of the publisher 
is proof of the fact and dates of 
publicat~on. The certificate 
usually includes a clipping of 

! the publication. 
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Law Procedure 

DESCRIPTION 

I, 
I 
I' 

\~ 

I' 
, 

, 

\\ 
11" k 
.~ 

l 
! 

FOAM N9. 

" ,. 

STATUTE 
Oil 

RULE 

-E" 

.----------------------------------------~-----------=~~~.~~~ 

PROCEDURE 

t~e order by writing 01: stamping 
"A TRUE COpy TEST" on· the copies of 
the order and signing the clerk's 
name to the certifications. No court 
seal is requ~red. 

b) DeLiver one true copy test to the
Sheriff f9r eosting. 

c) ,Deliver the other true copy test to 
the attorney of record for mailing 
to the defendant. 

COMMENTS 

b) The Sheriff posts the true copy 
test of the order on the courthouse 
door or bulLetin board. 

NOTE: The order for mailing' at\d. 
, posting in lieu of publication directs 

the defendant to file the defendant's 
initial pleading on or before a fixed 
date. This date mus(."be at least 
sixty (60) days qftei' the date of 
mailing and posting.': 

d) Qpon receipt of 1) the Sheriff's d) The Sheriff'.s retilI:n/attorney's 
affidavit combination are proof of return of posting and 2) the attorney's 

affidavit of mailing, file both the 
return and affidavit after docketing 
and noting them on the case folder. 

D-16 
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c, Law Procedure 

--' 
DESCRIPTION FORM NO. 

STATUT!= 
OR 

RULE 

114 Service on Corpor 
ations 2 0-,58 '.' HRIOS 

, 
I " 

Service on,State 
Department of 
Assessments ~nd 
'raxation 

"'\ 

" 

-

a) 

. b) (. 

.', 

a) 

~\ 

PflOCEPUR!= 

-

PreparE;! SW!lIIIOPS i'lnd attachments for 
ifl service' on ,approp~.iate person 

corporatioq.' ' , 

~'orward papers 

if 

Prepai"e two (2) --

0-17 

c 

to Sheriff 

copies of 

for serv~ce. 

1; 

process. 

J)' )) 

___ - -- -------""f"---- --- --

1 I, 

(; 

' . 
" corM.tENTS 

~: 'l!he Sl\e~iff makes his return 
on the sunullons either on the reverse 
side of the sununons or on an endorse-
ment located at ~he bottom of the 
sununons. 'fhe return endorsement 
specifies who was served arid the date 
of service. . 

NOTE: If the corporation is required 
by law to have a registered agent, and 
1) does not have a registered, or 
2) has one or more registered agents, 
and unsuccessful attempts have been 
made on different business days to 
serve process either twice upon one 
registered agent or once upon each 
two registered.agents, process may 
served on the State Department of 
Assessments and TaKaticn. 
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Law Procedure 

DESCRIPTION fORM NO. 
STATUTE 

OR . RULE'-

.. 
.' - . 

,'r 

Reissuance""of MR1l2 -.Summons 

-

i .' 

I j Case Folder is 
prepared 

--~" __ -'. ~.'·-C'~"--~' - ~.".--~~~ 

PROCEDURE 
r 

b) Forwarq ~papers ·to Sheriff ·for ser 
on Director of I)ep'a~t.m(!rit of 
Assessments and Taxation, or his 
designate. 

r', 

c) ~ssesi:J,: proper fee payable to the 
Department of Assessment~ and 
Taxation • 

Procedures for reissuance of "a summon 
vary. Two methods are described belo 

\~; 

>, 

all Issue S3,me: summons fo~' by using 
extending' time for service and 
setting new date. 

., -, 
or 

a2) ~ype new summons form. 

a) Enter name of tbe attorneys .of re 
in the case .• 

i' 

0-18 

',' 

II' 

c) 

,0 
'J 

COMMENTS 

*Assess proper fee. 
0-56. ) 

(See page 

NOTE: Some agencies will refuse 
service if the COrporation's name 
as set forth in the suml!lcms does not 
correspond directly with their listing. 
In these instances, the Clerk should 
contact the attorney. 

s NOTE: B.e sure to check for possible 
w: new,address for second attempt to 

perfect service. 

stamp 

cord 
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Law Procedure 

------------------------r----T---~r_--------~-,----------------------------~------._---------------------------------------
'. STATUTE 

DESCRIPTION 

Reissuance of 
Summons 

Case Folder is 
prepared 

fORIi~ NO. OR_ 
RULE 

MRl12 

PROCEDURE 

--b) Forward papers to Sh~riff for service 
on Director of Department of 
Assessments and Taxation, or his 
designate .. 

c) Assess proper fee payable to the 
Department of Assessments and 
Taxation. 

Procedures for reissuance of a, summons 
vary. Two methods are described below: 

all Issue same summons form by using stamp 
extending time for service and 
setting new date. 

or 

a2) Type new summons form. 

a) Enter name of the attorneys of record 
in the case. 

0-18 

COMMENTS 

c) *Assess proper fee. 
0-56. ) 

(See page 

NOTE: Some agencies ~lill refuse 
service if the Corporatl.n!; I s name 
as set forth in the summons does not 
correspond directly with their listing. 
In these instances, the Clerk should 
contact the attorney. 

NOTE: Be sure to check for possible 
new-address for second attempt to 
perfect service. 

.. ./ 
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Law Procedure 

DESCRIPTION . FORM tw . 

. ~ 

STATUTE 
OR 

RULE 

b) 

c) 

d) 

e) 

f) 

g) 

. 

., 

\~ 

.. ---- .•. --~~, 

() ) 

PROCEQURE COMMENTS 

Enter 
.. 

p1aintif1;(s) .. b) name o~ and - The ~ames of the pat'ties involved 
defendantis) , or the party (ies) in .til a case ~re known as the caEtion. 
aq ~ parte Proceeding and case number. 

Ente.r a description of. the type of 
pleading. 

Assign i;I I}umber to each exhibit or 
attqchment and e~ter a description . 
of each on the case folder. 

NOTE: The case folder contains a 
COiiCise stiltement of the docket book 
entries so that a cun:-ent case history 
is available. 

Enter date the iictio!l is filed; enter 
Receipt Number. 

Complete /leader Form. f) See Administrative Section: 
Automated Courts Status Reporting 
System. (See pages A-3. A-a,) 

Place Mas.ter Form in back of case g) See Administrative Sect,ion: 
folder. Automated Courts Statu&'Reporting 

System. (See pages A-3, A-a. ) 

0-19 

.' 

o () 

i I 
I 
I 

I 

~ ___ ..iJ .. .. _____ ~ __ ~-___ ~----~~!- ... -.. -... ~-----.. I 
\' 

.11 

r 

il 

I' 

~ ,. 

I 

I 
f 



I 
! )! 
II 
11 
/1 
/i 
I, 

~ t 

~ : 
! 
tl 
Ii 
" 

\1 j 
u 
~ 
! 
; 
1 , 

, . ..:. 

j 
" 11 f! J h 
I' 
11 .j 

tl 

1 
i 
I 
I 

,J 

) 

i 
I 
I 

{?' 

J 

-,~ 

,',-,., ,----------=""""''''''''''' 

(-\ . , 
I' ~ ~ . o 

') 

Law Procedu,re 

_' ___ D_E_S_C_R_IP_T_'_O_N ___ ......... +F_O_R_M_J.._N_O_.-I_S...!:~~~Tt:.:~;..T_E_+-____ · • ____ P_R_O_C_E_D_U_R_E--:-_. ______ I-___ -:-___ C-'-O_M_II<_~E_N_T __ s ____ ~ ___ -l! 
f, Responsive or Contlnu~ 

Pleadings frIed w~th 
Clerk 

MR300.2 

MRl217 

MR306 (a) (2) 

a) - Examine responsive or continued plead
ings for the f.ollowing: 

~. Papers conform with requirements. 

2. An admission of proof of service 
of a copy of all pleadings upon 
the opposite party or attorney of 
record. 

3. ,:;:f:option and case reference number 
(docket number) are correct. 

4. ·Attorney· s signature, office 
aodress, and telephone number. 

5. Proper exhibits are attached or 
filed with the responsive pleading. 

0-20 

1. See. Original Pleadings filed 
for further discussion ;:;r-
this point. 

2. The p~oof of service is usually 
typed by the attorney on the 
bottom of the pleading. If no 
admission or proof of service 
accompanies the responsive 
pleading, do NOT accept or 
file the pape~ 

3. This »check" i& necessary 
because there maybe more than 
one proceeding filed between 
parties. 
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Law Procedure 

DESCRIPTION 

Responsive Pleadings 
processed by Clerk 

FORM NO. 
STATUTE 

on 
RULE 

C.J.7-20l 

'" ' .. --'--~-----

- " 

6. 

7. 

1.1 

rRO~~DURE 

~equi~emeqta fpr cl~rk s~ch ~s 
issuing proCe~S or performi~g any 
other duty in processing the 
pleading. Addition~l pleadings, 
responsive or otherwise, may 
include; " . 

1) Motions 
2) Oenjl.lrrers 
3) Interrogatories 
4) Notice of Deposition 

Advance costs for flling .are 
correct. 

0-21 

o 

COMMENTS 

7.· ~Assess costs. Costs for filing 
in forma pauperis proceedings 
are authorized by the judge. 
(See page 0-56.) 

NOTE; Section C.J.7-201 gives authority 
to the State Court Aillninistrator to 
prepare a schedule of costs covering 
all court costs. No Sheriff's fees 
are included in that suhedule. Clerks 
should refer to this cost sched~le when 
determining proper filing costs. 

'NOTE; Certain i.nformation must be 
placed on the responsive pleadings for 
identification. Although there is no 
rule or law governing its placement, 
such .informat.ion is lIsuallyplaced in 
1) a preprinted area on the papers or 
2) at the bottom of the pleading. 

-~~---------------
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Law Procedure 

DESCnJPTION FORM' NO. 
STATUTE 

OA 
. RULE 

Responsive Pleadin9:s 
'docketed by Clerk 

.,' 

.. 

PROCEDURE 

.' 

- -
Enter the following information: 

l. Date of filing. 

2. Docket. and Folio Number. 
.. 

a) Enter name qf attorney. 

b) Enter allY supplemental caption if 
there is one of the following: 

l. Cross-claim 

2. Counter-claim 

3. Th+,rd-party claim 

4. Additional party or corrected part\ 

c) Correct any misnomer in the caption. 
Do NOT cross-out the incorrect names. 

d) Enter a-description of the type of 
pleading. 

0-22 

I't, 

2. Optj,onal 

(~o 
,) 

COMMENTS 

in some courts. 
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Law Procedure 

DESCRIPTION 

Oj~ 
.' . 

fOflM NO. 
STATUTE 

OR 

RULE 

e) 

f) 

g) 

h) 

Per.fo~ any specific duties required 
such as issuance of serv~ce. 

Check index and index corrected, 
additional, ca'~nter-defendant, or any 
other party as req~!red. 

Make appropriate entries on case folder 
and file pleading in case folder. 

Note proper fees in Cost Section of 
docket. 

0-23 

COMMENTS 

. NOTE: ~he degree of detail in these 
oescriptions varies among courts. In 
entering i!lformation, the Clerk shoul~ 
strive for clarity and conciseness. 

e) See Process Issuance. 

h) ·Costs include Sheriff and Attorney 
Appearance Fees. Deposition costs, 
as provided by Maryland Rule MR4l5, 
are also assessed. (See page D-56.) 

NOTE: Counter-claims and cross-claims 
must be filed within fifteen (15) days 
of the last day for filing and r.espon
siVe pleadings. 

Third Party Claim requires issu
ance of sun®on~,'with copies of all -
pleadings on thir.d party. The defen
dant also serves a copy of the 'rhird 
Party Claim on the ~aintiff as 
prescribed by Marylanm Rule )06. 
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Law Procedure 

DESCRIPTION 

Appearance £l Counsel 

Transfer of Case 

11 Improper venue 

FOAM NO. 

, " 

STATUTE 
OR 

RULE 

MR317, SlS 

~IR317 

Optional 

a) 

a) 

b) 

/) 
I 
\ 

PROCEDURE 

Make appropriate entry for appe~rance 
of counsel on docket and·case folder. 

Assess appearance fee; not fee 
in Cost Section of docket. 

Prepare antire case record for trans
mittal to proper venue, including 
photoCO?7 of all docket entries. 

Prepare photocopy of entire case 
record for office file. 

0-24 

b) *Disbursement ot:. the appearance 
fee varies from circuit to circuit. 
In some circuits the attorney 
receives the fee; in other 
circuits, the fee is paid into 
a library fund. (See pa-ge n;,S6.) 

NOTE: Cases may be transferred in 
the circuit court for the following 
reasons: 

a) 

=1 Improper venue 
;2 Improper docket 

The original case papers are trans
~itted. There is no time limit 
established by statute :or pre
paration and transmittal of the 
record. 

= 

I 
f 



, ! 
i: 
I 

J ,I 
1.1 

{1 
II 
'I II 
t1 
1.1., jl . 

r! I 
til n i! !1 " 
j I II 
fl·l ! 

, I· 
I ~ 
U' 

.,,'= ..... ----

( 

,. 

Law Procedure 

DESCRIPTION 

--

H2 ImpropeJ:' docket 

.' I 

C) 

-[ 
--. ~. ~~. ~----~--...----~--

.----------,-----------_._----....;.;..--------- - :....., ... 

) 

FORM NO. 
STATUTE .. 

PFlPCEDUFlE COMMENTS 9R 
RULE -

Courtesy c} Permit couns~l to inspect recqrd 
befor~ transmittal. . .- . 

d} Forward case record to new court by 
certified or registered mail, return-
receipt requested. 

e} Make appropriate entries on docket 
, and case folder noting record prepara-

tion and transmittal. 

NOTE; ·Although no clerk's ree is 
set out by st~tute, some cl-et:ks assess 
a fee equal to ehe =ee charged for 
transmitting a remo':ad case. 
(See paga 0-56. j 

HR5l5 ~IO'l'E: Transfer of a case ::roll\ one 
ClCiCk'et to ano the r docket (~" La\~ 

Docket to Equity Dock~t) w~thin a 
Court is permitted only upon Court 
order. 

a} Prepare proper docket and new case 
folder for case t'ecord. 

b} Cross-reference the transfer on 
each docket involved. ., 

0-25 
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Law Procedure 

DESCRIPTION FOilM NO. 

Removal of Case 

, 
\ . 

1 
Outgoing .RemovalS! 

Ij 

tl ! 
II I 

~I 
I 1 : 

I' 
I' 

l' ;: 

I 
I 
! 
I 
1, 

i 
'" 

it ...... 

rJ 

---"" ~, 

/f 

Cr, 

<:' 
, 

I 

STATUTE 
OR 

RULE 

MR542 

Optional 

II 

__ ,----r ..... 

() 

PROCEDURE 

c) Tra~sfer al,l outsta,nding costs 'to .
the proper docket for collection 
after fInal case disposition. 

Photocopy all originial case papers, 
including docket entries. 

a) Notify and permit counsel to inspect 
the record before transmittal. 

b) Prepare Clerk's Certificate which 
identifies the papers as the ca~a 
record. 

cJ Maj I complete record within' five (51 
days from the date of the removal 
order unless the Court extends the 
time limit to new jurisdiction by 
cei;}.';lfied or registered mail, return
rec\:'ipt requested. 

/:)-26 

COMMENTS 

NOTE: All caSe removals are ordered 
by the Court. If a law case is removed 
from a jurisdiction (outgoing 
removed cases) or if a law case is 
removed to a jurisdiction, cer.tain 
procedures are necessary to insure 
that the case papers are transmitted 
to ,·the proper jurisdiction. 

Ret,ain the photocopied record for 
the office file. 
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Law Procedure 

DE~CAIPTION 

Incoming Removals 

c) 
(~ 

FOAM 

'':': 

NO. 
STATUTE 

OR 
RULE 

_---;,-- ~~ __ . __ .--c---. 
~ -~, .. ~--....----.---~-----------.,.".-----~-----.--,,- ~--

d) 

e) 

f) 

g) 

a) 

b) 

c) 

----~----------~----~--~--=== 

•. PROCEDURE 

Attach return-receipt, when received, 
to photocopied case record; make 
appropriate e~trles on docket apd case 
folder. 

When receive copy of the docket entries 
from the Court to which the case has 
been removed, enter information on 
docket and case folder immediately. 

Assess costs for preparation of the f) 
record, including all costs to be 
collected by the flew jurisdiction,. 

Complete Master Form and forward to g) 
the Administrative O(fice of the Courts. 

Set removed case for trial as promptly! 
as possible. 

At conclusion of case, send photocopy 
of docket entries to the Court in which 
the case was originally instituted. 

Transmft papers to the Clerk of the 
Court in which the case was originally 
instituted w~thin five (5) days after 
the time for appeal expires if no order 
for appeal has been filed, and within 
five (5) days after the final determina 
tion of the action if an appeal shall 
have been taken. 

0-27 
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.' 

COMMENTS ." 

*A~sess proper costs. (See page 
0-56. ) 

See Administrative Sectio~: 
Automated Courts Status Reporting 
System. (See page A-3.) 
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Law Procedure 
.-.'. /~ 

- --. 
STATUTE 

_. 
< 

DESCRIPTION FORM NO. OR .. PROCEDURE COMMENTS 
RULE 

Dismissal of Case. .. MR530, 541 
'lo~. 

NOTE: Cases may be dismissed prior 
- totria1 following - ~ for the reasons: 

.... . -- - n Lack of Service or Prosecution-
12 Voluntary Dismissal 

n Lack of Service 01 5 0-61 MR530 a) Prepare and submit notice of dismissal 
Prosecution to all counsel; file photocopy of -- -.'. 

notice in case folder • 
. -

b) Make appropriate entries on docket 
and case folder. .-

I c) Assess costs against plaintiff(s); 
enter judgment. 

d) Assess Clerk's Fee. d) *Assess proper costs. (See page 0-56. 

Motion filed MR530(cl) Docket immediately any motion for sus- NOTE: The order of suspension shall 
pension of dismissal rule and present prescribe the duration and other " any 
the motion and proposed order to the terms of the suspension. The filing 
court for immediate action. of a motion does not suspend the 

ol2eration of this rule; an order.of 
court is mandatorytb suspend th~ 

. operation of this !:'Ule'. 

-- If a timely motion is not . 
filed under this section, relief may 
be granted under Rule 625 (Revisory 
Power of Court over Judgment) . 

G --

0-28 
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Law ProceduJ;:e 

DESCRIPTION 

-
~2 Voluntary 

D.i.llmissal 

-

Funds Paid ~ Court 
'-' -

Security for Court 
Costs Deeosited-

,yO 
~':f 

fORM NO. 
STATUTE 

OR 
RULE 

HRSH a) . 

b) 

MRl2S 

-~" 

a),.c. 

b) 

f 

~f c) 

MRl28 a,) 

b) 

. ~~. ,~----...-----..----~--

) 

Pft°CEOURf COMMENTS 

Hake appropriate entri~~ on docket,: -
apd case folder. 

Collect CO2!:::; from the part_y dis- b) *Asses~, proper costs. Never 
missing th~ action, unless otherwise anter an Order of Dismissal or 

-stipulated. Order of Satisfactiol) unless 
costs are paid. (See page 0-56.) -, 

NOTE; , Upon petition, the Court may 
direct the Clerk to deposit money 
into Court. 

" 

Deposit money into bank chosen at a) If SUII\S are large enough, the 
Clerk's discretion, unless otherwise Cleric should place them in an 
dire,cted by Court. interest-bearing account. 

:1 
Obtain a Federal Identification b) These funds may be placed with 
Nwnber to avoid issuing a FOrm 1099 I,:he litigant's funds or separate 
at the end of the year. accounts at the bank. 

Make appropriate entries on docket 
and case folder. 

Place funds in Court's Litigant's a) These funqs may later be applied 
Account. to court costs. 

Make appropriate entries on docket 
and case folder. 

0-29, 
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La"f l>rocedure. , 
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DESCRIPTION FORM NO. OR ' , PROCEDUR!= COMMENTS 

Assi'lnment of 
HearJ.ng Da~.e 

I 

t 

! 
! 

RULE 

MR58l'-

; 

:1Rl217 (g) 

a) Dockat Req~est for Hearing.upon 
receipt. 

b) :1ake appropriate entry on case 
folder and forward the folder to 
the Central Assignment Office for 
docketing and assigning he~ring 
date and time. 

NOTE: \\'henever it case file is taken 
from the fila drawer, the Clerk·notes the 
following iqformat,ion on an outgoing 
file card: . . • 

1. File Removal Date 
2. Person Removing File 
3. File Return Date 

The card is inserted in the file drawer 
in place of the case file. This card 
system contains a constant 'record of the 
case file location. 

c) When the case file is returned, file 
the case folder •. 

0-30 

NOTE: When all preliminary proceedings 
have been completed, the case is set. on 
the td.al dOCKet for a hearing on the 
merits of the case by compl'ai.nant' 5 
attorney's filing a Request for Hearing 
in open court. 
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Law Procedur~ 
- ...... . 

ST.ATUTE " . . 
DESCRIPTION ~" . FORP.1 NO. OR 

. 
PROCEDURE CO~MENTS . 

RULE t 

NOTE: The Central Assignment Office i -- ,. serurs Ii Master List to the Clerk. 
- -.- This lht contains the cases I scheduled for hearing on the 

following day, I 
I 

d) Pull, proper case files and insert I 

i 
an outgoing card in drawer to mGlrk I 
the place in the file. 

el Forward files to Central AssIgnment 
COllll1Jission for further processing. 
The files are then sent to the judge 
prior to the hearing. 

I'litness .SUIllIllons 6 D-.62 al Date-stamp the request. 
requested 

bl Make :lppropriate entries on docket 
and case folder. 

o. 

cl Prepare and issue SUIlUllOC)S. I 
; dl File rElquest in case folder. I' 

SubEoena Duces 6 D-62 MR407 a) Date-stamp request for Subpoena Duces al Also referred to as a Deposition-
I 

~ requested Tecum. SUlll/llons. 

b) Prepare Subpoena Duces Tecum using 
witness sUlIl/lIons formi attach copy of 
request for Subpoena Duces Tecum. 
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Law Procedu~e 

DESCRIPTION 

Jury Trial 

.II 

Electiop for Jury 
:frial 

FORM· NO. 
STATUTE 

OR 

RULE 

Optional 

MR343 

c) 

d) 

a) 

PROCEDURE' 

Issue Subpoena Duces Tecum. 

Make appropriate entries .on docket 
and case folder; file request in 
case folder. 

Date-st~p Request fO.r Jury .Trial. 

0-32 

. 0 
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COMMENTS_ 

NOTE: *Oepositions in evidence·shall 
be taxed as part of the cost, unless 
the Court directs otherwise. Charges 
for the deposition not in evidence 
shall be as~essed at the Court's 
discretion. (See page 0-56.) 

NOTE: Request for Jury Trial must be 
in writing and separate from other 
pleadings. If the plaintiff requests 
a jury trial, the request must 
accompany the origi~al declaration; 
other parties d~siring a jury trial 
must submit a request wi·thin fifteen 
(lS) days after pecoming a party. 

Some clerks designate a 
special section of the docket for 
noting jury trials. 
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Law Procedure 

DESCRIPTION 

Courtroom Duties 

Calling the cases 

Exhibits 

c). 
- -.~~j~-~-----.-.-

o 

fORM NO. 
STATUTE 

OR 
RULE 

HR343 (c) 

.b) 

a) 

b) 

c) 

PROCEDUftE 

Make appropri~te entries op docke~ 
and case folderi file request in 
case folder. 

Call the case. Calling involves 
the following: 

1. Read the Case Caption. 
2. Read the Case Number. 
3. Ascertain the election of trial. 

Record the election of trial on the 
courtroom docket and the case folder. 

Record all oral or written motions 
together with the Court's rulipg on 
the case folder. 

Accept into custody and. cOntrol all 
exhibits allowed as evidence. Record 
each exhibit on the Exhibit List and 
retain each exhibit" 

0-33 
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COMMf;,NTS 

'-' '-

NOTE: . Withdrawal of an electioTI for 
jury trial is pe.~mi tted upon receipt 
of the written cons~nt of all parties, 
except in cases in which Judgme:nt 
Default has been entered. 
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Law Procedure . 

" . STATUTE 
DESCRIPTION FORM NO. OR 

RULE 

, . 
; 

Jury Trials 

' .. ',' 

j 

I ; 

n Voir Dire 

, , 

; ! 

J;' 

~---;---T7~ __ -----.----------

,---'---------------'" 

o' 

PROCEDURE 

e) Record the judgment imposed by the 
Court on the courtroom docket and 
the case folder. 

In civil jury trials, the Clerk has 
additional courtroom responsibilities: 

U Voir Dire 

'2 Jury" Selection 
i3 Swearing .Jury and Bailiff 
i4 Retirement ~f ,Jury 
'5 Return of, Jury to Jury Bpx 
'6 Return Q.f Verdict 
n Polling the Jury 

After calling roll of jurors, if voir 
dire is requested, administer th-e--
voir'dire oath: 

l. Ask the members of the jury to 
stand and raise their right hands. 

2. OATH: MEMBERS OF THE JURY, YOU 
AND EACH OF YOU, DO SOLEMNLY 

, PROM'tSE OR DECLARE THA'f YOU WILL 
TRUTHFULLY ANSWER ALL QUESTIONS 
PROPOUNDED BY THE COURT. 

-

0-34 
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COMMENTS 

Voir dire concerns preliminary 
questioning of jurors for possible 
chailenging for cause and peremptory 
challenges. ,",,,JI ., 
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Law Procedure 

DESCRIPTION 

32 Jury Selection 

D Swearing Jury 
,and Bailiff· 

o "-

V. _."",. ___ .. , ..... 

-/~' 

STATUTE 
FORM NO. OR 

RULE 

c 

" 

,I .. 
MR543 a~ 

b) 

e) 

. 

a) 

~"-, --

b) 

.. ~ "',.,: 

Il " 

t' 
i ) 

.. ~ 

.. -.. 
,PROCEDURE COMME"fTS 

3. Asc~rtafl1 if 
-questiollf! • 

any coullsel has any 

Give Jury List to eacQ c;ounsel for 
striking. 

Call selected jurors to take a seat 
in the jury box. 

Ascertain the acceptability of the 
jury panel from,·all counsel. 

-" NO'fE: Each attorney is permitted 
four (4) peremptory strikes. 

Ask jurors to stand anq raise their 
right hands. 

Administer the following oath: 

DO YOU, AND EACH OF YOU, SOLEMNLY 
PROMISE AND DECLARE THAT YOU WILL 
WELL AND TRULY TRY THE ISSUES JOINED 
BETWEEN , PLAINTIFF(S) AND 

,lDEFENDANT(S) ,~-AND A TRUE 
VERDICT GIVE, ACCORDING TO THE 
EVIDENCE? 

'., 1.:", 
,. 
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Law Procedure 
',' 

STATUTE' 
DESCRiPtiON FORM NO. OR 

RULE 
, 

c) 

d);. 

#4 Retirement 
Jury 

of Ii a) 

t , 
';'. " 

, 

b) 
" 

115 Return of Jury a) 
to the Jury Box -

", 

! ; 

t~_----....,.,--:---____ .,-.-...._..;...,..._~_ 

" 

" 

PROCEDURE 
, 

" " 

~ 

Ask the Bailiff to stand and raise 
his/her right hand.. 

Administer the following oath: 

DO YOU SOLEMNLY PROMISE AND DECLARE 
THAT YOU SHALL WELL AND TRULY.TAKE 
THIS JURY TO SOME CONVENIENT ROOM, 
THAT. YOU WILL SUFFER' NO ONE TO 
SPEAK 'r0 THEM NOR SHALL YOU 'SPEAK '1'0 
THEM WITHOUT THE LEAVE OF THE COURT? 

Ad4ress the jury panel as follbws: 

MEMBERS OF 'l'HE JURY, YOU HAY RETIRE 
TO THE JURY ROOM FOR YOUR DELIBERA-
'l\!ONS. WHEN. YOU HAVE AGREED, RAP 
Ct'ilTHE DOOR AND YOU WILL BE 
REjI\DMITTED. THANK YOU. 

Give al.l exhibits to Bailiff to take 
to the Jury Room. 

Address the .Jury: 

MEMBERS OF THE JURY, HAVE YOU AGREED 
UPON (A) VERDICT(S)? WHO SHALL SAY 
FO~ YOU? 
(Answer: Our Foreman/Forelady.) 

D-36 

COMMENTS 
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c) ~Qptional proced,ure. 

d) Option,al procedure. 

a) This procedure occurs 
completion of closing 
and instructions. 

" 

after 
arguments 
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Law Proc.edure 

Law Procedure 

DESCRIPTION 

[\ 

*6 Ret.urn 
diet 

11 polling 
Jury 

, 
u 

\';~ 

of Ver-

the 

' . . . 

FOjlM HO. 

... 

\ .\ 

." 

n 

-,r ---::.-.~. 

!? 

.... ,.- ... --------.--,,- ··-----------------------~---..... -!·""·"-----"",;.",,,~li 

" . 
STATUTE 

. . ';-. .. 
OR 

.. PAOtEDURE COMt.lENTS 
RULE 

' .. ' 
b) Ask the Foreman/Forelady to stand and 

address as follo~~.L .. 
": f~" 

IIOW DO YOU FIND AS TO THE FOLWWIN(i 
ISSUES: (Name issues. ) 

'.\ ), 

c) (Foreman/Forelady answers. ) 
~, ,-
,.~ .. 

Ad~£~;>s the jur¥: 

II ARK EN TO' TilE VERDICT AS TilE CQUl1.T . 
liAS RECORDED IT: 

YOU SAl{TUAT (read al~ :J,ssues 
and answer!:!) AND SO SA~ YOU ALL. 

" 

Record verdict on case folder. 

If a request for 12011in9 the jury is made 
. by either counsel, the request, should be 

made before the Clerk harkens to the 
verdict·. 

a) Address the juror seated beside the 
Foreman: 
IS YOUR VERDICT THE BAtIE AS HIS/IIF,RS? 

b) Likewise address eac.h juror. If all 
jurors agree with the verdict reaell i. ' -
by the Foreman/Forelady, follow the ,/ ; , 
procedure set out in c~ above. 
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Law Procedure 

DESCRIPTION 

Judgment of Court is 
imposed 

court Costs assessed 

Judgment Nisi 

FORM NO. 
STATUTE 

OR 

RULE 

MR604 

MR564 

" 

-. 

PROCEDURE 

Assess proper costs from Cost Section of 
the docket she~~. 

a) The Court directs the Clerk to 
enter a "Judgment Nisi" immediately 
on docket, together with a record 
of the events of the hearing. 

0-38 
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COMMENTS 

NOTE: *court costs are taxed with the 
judgment in favor of the prevailing 
party, unless otherwise directed by 
the Court. 

Costs are subject to review 
by the C~urt upont"Jroper motion. 
Since such a motion is consider.ed 
"Post-Judgment Activity," an additional 

I filing fee is required. (See page 0-56 ~ 

NOTE:' Some Courts require a,jditional 
documentation of courtroom proceedings 
recorded in a "Minute and Proceedings 
Docket." Information contained in this 
record may include: 

1. Names of full jury panel. 
2. Name of Foreman/Forelady. 
3. Time case went/to jury. 
4,. Time case returned by jury. 
5. Judgment of the Court. 
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Law Procedure 

oEsqUPTION 

Recording Judgment 

o 
o 

FORM NO. 

-~ . .. -. - .. ,---.~. ~~--~-...,----~--~ 

. ----------~---=-=-=-~;'.-----------------------------------------=~-~ 
,7 

STATUTE 
on 

RULE 

b) 

MR619 

a) 

b) 

c) 

Enteri'Jndgment r'inal" on the 
dock~t three (3) days thereafter, 
and place in Judgments Index unless 
a Motion for Judgement N.O.V. or 
Motion for a New Trial is filed. 

On receipt of a judgment, immediately 
transcribe the appropriate docket 
entries in the J4dgment Index. 

Index the judgment. 

ColleCt recording fee. 

0-39 

b) 

) 

All docket entries and Judgment 
Index entries shou,ld contilin the 
particular- judge's name enclosed 
in brackets. 
~, (Jud'ge I 

Information in Judgment Index 
includes the following: 

1. Name of person who the 
judgment is against. 

2. Case reference. 
)". Amount of the judgment. 
4. Date of entry of the judgment. 
5. Date ,of interest. 
6. Court COStS. 

NOTE: The Clerk must maintain a 
permanent record for all judgments 
entered in his/her Court. 

c) *Assess proper costs. 
(See page 0-56.) 
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Law Procedure 

DESCRIPTION 

il Judgment N.O.V. 
MotiOn filed 

[I 

" 

" 
" " 

" 
". 

-.:...------------~~ .. ~,-"., .... 

, 

STATUTE 
FORM NO. OA 

RULE" 

I 
MR620 

; 

MR620(f) 

(,1 

MR563 

" 

'-'< 

..,-, £' .,,,-,_-,.~~,,-.,,--c. , 

I~ 

---'---------_ .... ~~, ... ---

- .. . . 
" 

PAOCI=PURE 

(./ 

; 
" 

" 

.' 
" 

a) Date-stamp motior:. 

b) Make appropriate entries on,docket 
and .case folde,ri fUe motion in 
case folder. 

D-40 

I,''') 

G9MMENTS 
i~~~ 

" --
NOTE: All jUdgments entered in this 
Court or certified to this Court under 
Md. Rule 619 constitute a lien to the 
amount and from the date thereof upon 
all real estate (of the Judgment 
Debtor) lying in the county where the 
j udgmen t, is entered. 

~ 

All notices of liens from the District 
Court are filed in a docket titled 
"District Court Notices of Liens.,': 
Such notices are indexed the same a? 
a,ny other judgment, i,ncluding any 
subsequent action on that lien. *A 
recordb'lg fee is charged by the Clerk. 

NOTE: Applying solely to jury cases, 
the Notion of Judgment Notwithstanding 
the Verdict (N.O.V.> must be filed 
three (3) days after the verdict is 
returned by the jury. Such a .,motion 
may be joined with a Notion for a New 
Trial. 
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Law Procedure, 

-STATUTE 
DESCRIPTION 

.. 
FOAM I' NO. OR - , PfiOCEDUfiE 

~.~--_________________________ _4.----_1--~,_4~~R~U~L~E=---_t--------~----------------------------------1r----------------------------~---------------j 

New Trlal Motion 
f.iJ&!l 

o. 
u 

MR567 
MR625 

t-IR8 

-.. ~\ 

NOTE: If a motion is filed, the Court 
will pr9~eed by one of the following; 

, ~ .. 11 

1. beny motion and direct entry of 
Final ,Jud9men t. 

2. Grant motion and grant a new 
triaL 

3. Grant a partial new trial. 

4. Open Judgment Nisi. 

0-41 

" o 
----------~----~ 

~ 

No'rE: 'rhe Motion for a New 'I'rial 
must be fileq in writing within 
three (3) days of tIle JUdgment Nisi. 

The Court may grant a new 
trial within thir.ty (30) days of the 
Judgment Absolute under its revisory 
powers if new evidence is di.scovered 
beyond the three day period. 

4. 'l'his procedure is the fiL'st step 
in declaring a judgment. 

NOTE: Time computations are extremely 
import~~!1t. See MR8 which disallows 
day of ~ntry, Saturdays, Sundays, 
legal holidays, and days on which the 
court is not open for a complete day. 
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Law Procedu!:"e' 

DESCRIPTION FORM NO. 
STATUTE 

QR PROCEDURE COMMENTS : .' .RULE '. -
, . 

NOTE: "Rule ,8. TIME--COMPUTATION--
SATURDAY, SUNDAY AND LEGAL HOLIDAY. 

(If 
'- a. Computation of Time After an l\ct, 

Event or De~ault. -, 

In computing any period of time pre-
scribed by these Rules or order of 
court, or by any applicable ,statute, 
the day of the act, event, or default, 
after whi.ch the designated period of 
time begins to run is not to be 

,j included. Saturdays, Sundays and 
legal holidays shall be counted when 
the prescribed perlod is more than 
seven days; otherwise these days shall 
not be counted. l.Jhen the last day so 
computedwollid fall on a Saturday, 
Sunday or legal holiday, the period 

- shall extend to the first day there-
after not one 'Of these days. For 
the filing of papers in court, if the 
office of the clerk is not open during 
its regular hours on the last day of 
the period, the papers shall be filed 
on the next day thereafter when the ., 
office of the clerk is so open. 

0-42 
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Law Procedure 

DESCRIPTION 

;; ;: 

FORM 

I 

il 
- "'\ 

~ ... STATUTE 
NO. CR .. 

RULE 

L 

,. 

\, 
" 

.) 

.,. . - .. 
PROCEDURE COMMENTS 

q. Computation of 'fime· Prio_r to a Day, ... Act or ~ye-f\'t • - c 

In determiring th'e latest day f.dr 
performance of an act whicp is 
required by these Rules or order of 
a court, or by any applicable statute, 
to be performed a prescribed number 
of days prior to a certain day, act 
or event, all days prior thereto, 
including intervellening Saturdays, 
Sundays _<'.nd legal holidays, shall 
be counted in the number of days so 
prescribed. The latest day shall 
itself be included in such de-t,ermina-

,-' tion unless it is a Saturday, Sunday 
or a legal holiday, in which event 
the latest day shall be the first 
preceding day which is not a Saturday, 
Sunday nor a-legal holiday. 

(Amended July I, 1974 ; May 5, 1976, 
effective July I, 1976.)" 

",". , 
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Law Procedure 
.. - - -

, ' -r <. 

1 1. I,ll 
I' ~j : 

l 
r 

STATUTE ' , '. 
DESCRIPTION FORM NO., OR , PROCEDURE COMMENTS 

RULE 

Jud9:ment ~ Court MR60l a) When the parties consent and "direct 
the Clerk~ enter the Judgment. 'v 

b) Make appropriate docket entries. , 
c) Index judgment in the Judgment Index. 

d) Collect Clerk's Fee. d) *Assess proper fee. (See page 
0-56. ) 

I' 

H 
Order of Satisfaction MR603 a) ,Date-stamp the order. 
received 

'I' , __ f 

,.0 f 
ll; 
j·l 

11 

b) , Make appropriate docke:t entries. " , 
i .- -

... c) Index order on Judgment Index; make 

J appropriate Il)i"rginal hotation. , 
- ::::::;~ 

-' d) File order in case folder. 
~.,;> - ~t 

e) Collect Clerk's Fee. e) *Assess proper fee. (See page 
i 0-56. ) 
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Law Procedure 

DESCRIPTION 

§~!..flllllary Judgment 

o 
\..J 

>< .> """:",;\ •• - ~-~. -'."-- ~.-

/ 

FORM NO. 
STATUTE 

OR 

RULE 

MR6l0 

a) 

bl 

) 

PROCfOURJ;: 

Date-stamp the origtnal papers which 
include: 

1. Declaration 

2. Motj.on for Summary Judgment 

3. Notice to Defendan l 

4. Affidayit in Support of Summ~ry 
Judgment 

5. Statement' of Account 

Prep~re case folder and docket. 

Assign case number. 

0-45 

J 
1
1.-

" ""}: 

o 
V .. __ 

\' 

----....----~--~-

CQMMENTS 

~: A pa/:'ty may make ,a Mot~on.for 

I
,S. ':)lll!Ilary Judgment at any time ~f there 
is no ,genuine dispute it'S to any 
material' fact as a matter of law, 
the party isentitle'd to judgment. 

A motion does not affect time 
for pleading unless Court o.rders 
otherwise. 
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Law Procedure 

PESCRIPTION 

judgment ~ Default 

FORM NO. 

',.f 

7 0-63 

-

\) 

" 

~--,...-------------..... -,,..---'-------'-.-" . 

~ 

STATUTE' 
OR 

RULE 

d) 

e) 

f) 

MR61l a) 

b) 

c) 

.;\ 

P.ROCEDURE \' 

Prepare 
dant. - -' 

and issue sununons to defen-

When Order of Court on the plaintiff's 
Motion for Summary Judgment is 
received, date"'stamp the order; place 
order in case folder. 

Make appropriate entries :on docket, 
case folder, and JUdgment ,Index. 

After the case hearing, make appro-
priateentries on docket and case 
folder. 

Prepare Notice of Judgment py Default 
to the defendant; place photocopy of 
the notice in the case folder. 

Mail notice to the defendant. 

-. 

\1 
~, 

0-46 
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COMMENTS 

NOTE: l'olo responsive pleading is 
usually ,filed. 

I:" 

a) The court has revisoFY powers to 
s,trike its decision within thirty 
PO) days. (MR625) 
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Law Procedure 

DESCRIPTION FORM NO. 
STATUTE< 

OR 'I rROC~DURE COMMENTS 
RULE 

----------------------~i---~----~----------~~~~--__ ~--------------------------_r------------------______________________ I 

d). I f the notice is r~turned, file the - I 

Attachment 

o 
,.V 

MR622 

8 

notice and _envelope in the case file; 'J 

" 
make appropriate ~ocket entry. I 

". NOTE: A judgment creditor or assignee 

0-41 

!fl. o 

may execute o~ a judgment at any time , 
within twelve (12) y~ars from the date I 'I 
of entry of a judgment. The attachment I I 
may be issued out of the original 
Court to the Sheriff of another 
country, returnable to the Clerk 'of ' I 
that county, OR a certified copy of I ; 
the docket entries may be forwarded 
to the county in which the execution I 
is reques ted. I 

An attorney will request the 
issuance of an attachment. A debt 
must have been recorded befo['e,~ 
a.ttaciliiieilt Can be issued. Ute attorney 
tells the Clerk-What is to be attached. 
Md. Rule 5(9) defines "person" (filing 
an attachment) as "any natural person, 
partnership, joint stock company, 
unincorporated association, or society, 
or mun~icipal or ot:her corporation of 
any character whatsoever." 

f) 
',-) 
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I 
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Law Procedure 

DESCRIPTION 

Attachment by 
Garnishment 

FORM 

. 

9 

NO. 

, 
f 

0-65 

~ 

, 

I: " 

I 

-,,-, 

STATUTE i 
OR i 

RULE ! 
1 

MR623; I 
Subtitles; 
F, G . 

. 

, 

a) 

b) 

c) 

d) 

e) 

f) 

g) 

PRQC~DU~E , 

Place nur::ber of new attachment case 
on original caSe folder. 

Make appropriate docket entries, 
~ncluding the following information: 

1. Amount of the Debt. 

2. Amount of the Court Costs • 

3. Date ~f the Interest. 

Complete attachment form; photocopy 
attachment form and attorney's 
request form. 

Forward original forms to Sheriff 
for execution, keeping photocopies 
for the case folder. 

Collect Clerk's fee. 

Index the proceeding in the Attachment, 
Index .. 

0-48 

J 

-- ~--"---.~."''''"--~ ... ...,.---
~ 

·0 
( .. J 

COMMENTS 

a) Se~ Original. Papers .fiied 
section. In addition to the defen
dant's name in the case caption, 
~here sh6uld also be the name of 
the garnishee. 

f) *Assess proper fee. (See page 
0-56.) 
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Law Procedure 

------------~--~---------_,----_,~--_,r_----------,_--------------------------------------------r_-------------------------------------------STATUTE 
, OR DESCRIPTION FORM, NO. PROCEPURE COMMENTS 

______________________ ~~---~----~~R~U~l~E~--~--------------------------------~----~~------_______________ ------------------

fieri facias 

Renewal of Judgment 
§y Sc neFac ias 

o 

10 0-66 

~L.,"._. , .. ____ " ... __ .' _ .. -__ , 

MR624 
HR BT 

NOTE •. Fqllow same procedure as set out 
in Attachment ez Garnishment sectton, 
above, using F1 Fa form. 

a) Set up case with new case number, but 
use case caption and amount of debt 
and interest from the original 
judgment. " 

b) Forward case folder to Judge for 
entry of the renewal order. 

c) Enter judgment on the docket contain-
1ng ttle entry",ofo ,the original j4d9-
ment. 

d) Index the judgment. 

e) Collect Clerk's fee. 

0-49 

NOTE. Some counties issue an attach
ment out .of the original judgment as 
a supplemental proceeding rather than 
set up a new action. 

NOTE. A judgment is good for twelve 
IDf years. The" attol:'ney must request 
the Court to enter an order to renew 
a judgment. 

" 
a) Case caption and original debt 

with interest is taken from the 
_, "d.QGJ~e t book. 

e) *Assess prope~ fee. (See page 
0-56. ) 

o 0 
, ______ ~ ___ ~J. .. __:__~,_-------------\.--)-.--
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Law Procedure 

DESCRIPTION FORM NO. PROCEDURE COMMENTS 
STATUTE 

on 
RULE 

-----·------------~---I---~~~~-+~------------------------~-+------------------------~! 

Revised Jud9ment MR625 

I 

C 

.~. 

.--

a) Date-stamp papers and place in case 
folder. 

bJ Make appropriate entries on docket 
and case folder. 

c) Coliect: Clerk's fee, if appropriate. 

d) Forward case folder to Judge. 

D-5~ 

NOTE: Make case cross-references on 
each case for ready reference. Action 
in"Scire Facias proceedings are not 
barred by twelve-year limitation 
statute unless the Judgment Debtor 
objects. Upon entry of Judgment Fiat 
Absolute the Clerk immediately re- i . 
indexes the judgment in the Judgment If 
Index. If the judgment has been 
granted after the twelve-year limita-
tion, it exists only from date of " 
issuance of the writ. 

NOTE: A motion to revise a judgment 
may be filed within thirty (JO) f 
days after the entry of a judgment. I 

c) ~Assess proper fee. 
cO-56. ) 

o 

'1' . 
it 

(See page 
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Law Procedure 

--------------------~----T_---r~~~~,,--------------------------------_.~~.~~.-------------------------j 'S,ATUTE 
DESCRIPTION FORM NO. OR 

,I; -
PROCEDURE " . COMMEtnS 

RULE 
·-----p-a-;p-e-r--s--F-i-I-e-d--I-n--A-~-·d--O--f-~----~--~~-M~R~6~2~7~-~8----f-a--)---D-a-t-e---s-t-a-m-p--p-a-p--e-r-s~a'=n~d--p-l~ac--e--i-n----~~~--------'---------~,------------------------'Jft 

E.:~ion andSuPPTe::- original case folder r 
~ntary proceedings . .' t 

Confessed Judgments MR645 

11 [)-67 

-

b} Make appr,opriate entries on docket . 'l 
and cqse'folder. !i 

~~ 
Prepare phot6\copies of appropriate I! 
papers; forward to Sheriff for J! 

c) 

service. ~~!. 
,! ~ 

Coile'ct Clerk's fee. d) *Assess proper fe,e":' (See page D-5EL 

NOTE: A confessed-Judgment should be t 
d) 

a) Set up new case. 

b) Collect appropriate filing, appear
ance, and Sheriff fees. 

c) Make appropriate _~B-tries on docket 
and case-folaer. 

d) Prepare summons; forward to 
Shex:,j,ff for service. 

D-51 . 

docketed on the same day it is -r 
received. t 
a) See Original ~ers ,filed 3~ction i 
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,Law Procedure 

----------------~--~--------,_----_r~----r_--~~~~~------~-r_~~--------------------------------_,;-~~--~--~.-.----~----------------;-'------.--- -.... - STATUTE . 
DESCRIPTION FORM NO. OR 

verdict below Juris
dictiona~unr---

.Declaratory Judgment 

u. S. Tax ,Ll.en received -- -- ~" 

RULE 

t-tR653 

MR613; 
C.J. 3-401 

3-41,5 

PROCEDUI,'lE 

e) Pla,ce on Judgment Index immediatelr. 

Enter the judgment in the amount of the 
verdict 0:::;' award using the same procedures 
set out in the Recording Judgment section. 

Follow procedures set out in Original 
Papers filed section. 

a) Date-stamp the tax lien. 

b) Enter number from Master List on top 
of lien. 

c) Index the lien in Judgment Index and 
u.s. Tax Lien Book using information 
contained in the lien. 

d) Record original tax lien. 

COMMENTS 

NOTE: Complete both the Header and 
the Master Report Forms at the same 
time in these cases. 

See Recording Judgment section. 

a) This lien recorded by the Record
ing Department in some counties. 

e) At the end of each month, prepare bill e) 
for total tax lien recording fee for 

*Assess proper recording fees. 
When payment is received, make 
notation on the appropriate index 
pages, noting the receipt number. 
(See page 0-56.) 

the Internal Revenue Service. 

D-52 
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Law Procedure 

OESCRIPTlO~ FORM NO. 
STATUTE 

• OR ' PFWC~OURE i: COMME~TS 
RULE I 

-----------------------+----~--~--~~--~-------------------------------------~\.,~\--~~----~----------------------~·1 
f) After Preparing bill, file the lien 

Certi,ficate of 
Satisfaction is 
filed 

Maryland Tax Lien 
received 

PI,"','I',') ~1 

~.J 

al 

b) 

c) 

iO numerical order in a'separate file. 

Make appropriate notation on index. 

Record satisfaction. 

Index in the lien book containing the 
original instrument and in the 
Judgment Index. --

,d) At the end of each month, prei?are bill 
for total satisf.actio~ recording fee 
for the Internal Revenue Service. 

NOTE: Procedures for recording scate tax 
liens/satisfactions follow those set out 
til u.s. Tax Lien received: section above, 
except fOJ: the"follmdng: 

1. Prepare bill for recording costs 
only after satisfaction is 
recoraea:-

0-53 

NOTE: The procedure set out above 
applies also to the fil~ng of releases 

a) Some Courts use a "Satisfied" 
stamp J:or this pl1rpo~e. 

(j 

d) *Assess proper recording fee. 
When pay~ent is r~cei~ed, make 
notation,on the appropriate index 
pages, nbting the receipt number. 
(See page D-56.) 
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Law Procedure 

DESCRIPTION 

District court Lien 
ancfMOc:IT fTCillo~ 
received 

Exhibits 

FORM NO. 
STATUTE 

OR 
RULE 

MR620{f) 

MRl217 

(i 

2-. 

PROCEDURE 

Assign number_to tax lien from 
the docket book; no Master List 
is maintained. -

NOTE: Procedure~ for recording District 
Court' liens/modifications follow those set 
out in Harylano Tax Lien received section 
above, except the 'recording fee is 
collected before the lien is recorded. 

a) Mark exhibits, in courtroom, if 
admitted into evidence. 

b) Maintain a card index showing case 
reference and list of exhibits. -----

c) ,Place large, bulky ~xhibits in the 
Property Room; place small exhibits 
in case folder. 

0-54 

COMMENTS 

NOTE: Since there are no land records 
iilaIr.:::iined in the District Court, 
lie,-: are forwarded for recordation 
to :::rt attorneys or title searchers 
tha:: ::here are liens against an indivi 
dual. 

NOTE: !,a fieri facias or attachments 
can ~~ issued on a District Court 
Lier. '::.y the Circuit Court. 

b) :~1S index is used as a pontrol 
_., disposing of exhibits. 

* 11\ 
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Law rrocedure 

DESCRIPTION 

o 
~)-------~ 

FOAM NO. 

12 0-68 

STATUTE 
OR 

RULE 

d) 

e) 

f) 

I 

:- '.,-

PflOCEpunE 

After ~\ime for appeal hal:! expired, 
sel1d form letter to attorney advising 
h~/R to pic~ up ~ny e)(h~bits!le desires 
to retain. ' 

Obtain receipt from attorney for 
exhibits. 

Destroy h unclaimed" exhibits. 

0'-55 
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COMMENTS 
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COURT COSTS EFFECTIVE JUNE 1, 1975 
:::; 

Schedule"of court costs and charges established pursuant to Court Articles C.J. 7-202: 

ADVANCED FILING FEES 

I) 

" 

Clerk's 

$40.00 

$10.00 

$10.00 

$ 2.00 

$ 5.00 

$25.00 

$ 2 :00 

$ 3.00 

$ 5.00 

o 

COIvl-MENTS 

New proceedings, plus appearance fee of $5.00 and 
advanced Sheriff's costs ($5.00) for each party to 
be served in Prince George's County " c' 

Counter-claim, cross-claim~ cross-bill or third 
party claim 

Filitig a petition or mOtlOn to hold a person in 
contempt, after final decree 

"Entering an order of satisfaction of a judement 
rendered by a magisirate's court or a people's court 
before July 5, ,1971. 

Recording a judgment rendered by a magi~trate's 
court or people's cpurt before July 5, ,197:t,. 

Preparation of the record on appeal. 

Ft-ling'anorder of satis'faction other than an order 
of satisfaction of a judgment rendered by a magis
trate's court or people's court before July 5, 1971. 

Receiving, filing, indexing, and entering a federal 
tax lien, or filing and ~ntering a release or wCiiver 
of a",federal tax lien (see section 3-404 of the "'Real 
Prop~rty ~rticl~). 

Receiving from the District court anQ filing and 
indexing a notice of sq~re £acias, lien of judgment, 
lien of attachment or modification of lien of 

;,attachment. 

D-56 
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Court costs (continued) 

ADVANCED FILING FEES 

Clerk's 

$ 3.00 

$ 3.00 + reaSOn}lP:Je 
cost of produ~ti~n. 

Hospital Lien 

$ 2.00 

$ 2.00 

'~J 

" 

: Page 2 

COMMENTS 

Recording proceecr4.pgs in judicial recorQs. 

certification or exemplificati9n of any court 
paper. 

For docketing. 

"for releasing. 

o 
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.'l.ERK OF ClRCUIT COURT-

Pttonc! 

1977 RECEIPT 
( Finane. Slo'.m .... 

( ) Con,inuo.ion !SIol"",.nl 
( ) T.,minotion S'OI.",.", 
( ) Am.ndm.nt 

( ) D .. d 

( ) .0\:0"90"· 
( ) ..... i9nm• nl 

( ) Mo,lgog. ~.I_M 

) La .... 

) C,iminol 

) equily 

)--------( , Civil Mortl09. 
( .' ) Mo"iog. ApplicOli_ 

No., ______________ __ 

* r.m.' _________ _ 

( )--------------
* OFFICE HOURS 

Monday thtu Frlday- A ..... '. to P.M. 
Closed Saturdays, Sundays and 

All Legal Holiday, 

Paid .Y' 
'. ,CHECIC ~ CA5H 0 

hlvnd ~~ ____ _ 

Lo~nd 
lIf-bea,ding F .. 

JlT-IIe<~,dalia" Toa 
17-Tra,uf., Taa 

M",--Ma"i·gg. 
LC~a, .. , Equity. C,im;nal--Cl .. . 

Lp-l ...... , equily. Ctiminai--Olh .. . 

LI--lieen ••• 
~ _________ ~~MI--.It\i.c.II .. -. 

Form #1 . 

CIRCU IT COURT FOR 

MARYI..ANO 

PHONE 

STATEMENT OF COSTS 

~,.~ L.AW 

EQUITY 

CRIMINAL ( 

OTHER ( CASE NUM9ER' ________ --:1 

VS. 

-----------------------'-------------s-_~~~~~~~I' 
CLE.RK'S FEES (INC1.UOING DOCKET ENTRIES) . 

:5 HER IFF COUNTY. 

OTHER • 

WITNESS FEES 

ATTORNEY FEES 

~ . .5 ____ _ 

PL.AINTI F'.F ___ ~ ___ --. __ _ ._-----
DEFENDANT __________ _ 

lFINES 

C.I.C. 

OTHER 

FORFEITURE 

OTHER 

TOTAL. 

5 _____ 1 

S,-====::::: 

FlECE I VED FROM: __________ --------..,.---------- ' I 
CLE" OF THE coRCUIT COURT I 
FOR ! 

ChECK I 
\, 

CASH I 
ay: ________________________________ 1 

0-57 

C)) 

~\ 

( ii 
.•.. .:..-~. 

SUMMONS 

CIRCUIT COURT FOR, 

No. LAW DOCKET No. 

You are Hereby Commanded to Summon-- --~~----------------------

-.--- --.. ------

til a/Jpc'u/' ilf'jon' the Ci/'(:q;it ('oilTI for to be held at the Court House, -in 

___ lIe:et, to answer,an action at the suit of 

Wif.lltf.~1J tht: JJON. Judicial eirc/Iit II/ Ma'fY(cwcI, 

this 

1'~"/lt'cI tlw dall "I 
., 

TO THE PEU!:iON (8) SUMMONED: 

Per:iiJllul "llclltlaucc ill CUllI't 011 the dug !lamed i!l l he sumnlllllll ill not requh·cd. I f you fuil to 

alll!ert a uefeJllll! 0/1 ,ur hero/'!! . ';.' -' -.~ 

againlll you. 

Plaintiff'lI AllorlleY(lI) 

Addrelll!. _.. _ . ,. _ _ _. . .' ._ 

RETURN m'SEHVICg 

SUlIlfllonL-u 

,~ 

.. , .... ~. 

and delivering a copy of tld~ HUlllllluns antlthlJ "twehed 
________ _ __ on ._._,.. 

By; 

DeputySherifr or other 

,,---

III • thc pillin'tiff may outain judgment ur. default 

(Seul of Court I 

Clerk 

Sherin's ~'ee $. _____ ._ 
... __ ~-___ ,. __ .• ____ hy porsonll1.~ervii:1J 

this _' ___ day 01' ___ .....;.---- 19 __ _ 

Non Est 
Other 

ATTEMPTS AT SERVICE 

Dille Time 

'~;-.-:::---........ . 
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Form #3 

SHOW CAUSE ORDER 

(CAPTION) 

ORDERED, this day of ________ , 19 __ 

by the ------- Court of/for ______________ City/County, 

Maryland, that the defendant C.D. be and hereby is directed 

to appear in person before this Court on the ______ _ 

day of __________________________ , 19 __ _ 

at M. and show cause why the relief prayed 'in 

the petition (bill of complaint, declaratio.n, motion, etc.) 

should not be granted, provided a copy of the petition 

(bill of complaint, declaration, motion, etc.) and of this 

Order be served on the defendant or his attorney on or 

before the day of _____________ --'-__ i "19 __ _ 

Judge 

/.\ . 

D-S9 

(,f: 
.... ~-

SHOW CAUSE ORDER 

(CAPTION) 

ORDERED, [by the COurt,J this [LSthJ 

(August,. 1960 J 

the Court of/for 

Form #4 

day of 

19 by 

CitY/County, Maryland, that the defendant C.D. show cause 

on or before the [30thJ day of [August, 1960J 19_, 

why the relief prayed in the [foregoin,g motion] petition 

(bill of comp,laint, declaration; motion, etc:.') should not 

be granted, provided a copy of the [motionj petition 

(bill of complaint, declaration, motion, et~.)· and of this 

Order be served on the [said] defendant or his attorney on 

or before the (20thJ _____ day of JAugust, 1960 ]'\ , ------.,....-
19 

Judge 

D-60 
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Form *5 

IN THE CIRCUIT COURT FOR 

PlaintiII LAW-EQUITY 

vs. 

CASE NO .. ______________ _ 

Defendant 

NOTIFICATION TO PARTIES OF CONTEMPLATED DISMISSAL 

C t' "No proceedings of record in theobove-styled action having been taken within a period of eig~teen months 
or more. where applicable. counsel of record are hereby notified. as provided by Maryland Rule 530. that an 
Order of Dismissal and JudgmenHor Costs for lack of prosecution will be entered after the expiration of thirty (30) 
days as computecl according to provisions of this ru).e. qnless prior to the expiration of said thirty (30) days a 
motion for suspension is filed pursuant to section c of Maryland Rule 530." 

COpy of notice mailed to: 

r 

L 

\'> 
d 

,. 

Clerk 

0-61 

-----..,--~---- --- ---.,..--

Form # 6 

THE CIRCUIT COURT FOR 

To cht!Sh.mff of' 

You are hereby commanded to summo~,: 
No. __________________ ~---

~\' 

At the request of _, ______ :--_______ :--___________ ....... __ .;.....,. ___________ _ 

Toappearon __________________________________________ ~----~--------~ __ __ 

Date Issued ________ _ 

C:~~====~~~~~~~================================~cl;er~k~====== 
__ RETURN OF SERVICES, ') 

().J 

_ by personal service \' 
Summoned ___ ----------------------------------
this _____ day ot _____ , 19 

By: 

Depu ty Sheri ff or 0 cher 
Sheriff:3 costs $, _______ _ 

TO SHERIFF: 

Non Est. _______ ....-__ ....... __ _ 

Other 
ATTEM~P~T~S~A~T~S~E~R~V~IC~E~-------------

Date 

YELLOW COpy SHOULD BE LEFT IN THE HANDS OF INDIVIDUAL BEING SUMMONED 

0-62 



--. .... -:...-_ .... _ .. _. 

Form #= 7 

In the Circuit Court for , Maryland 

No. __________ T,ulaw Docket No. 

Va. 

____________________ Term,19----

ORDER Oli' COURT ON PLAINTIFF'S MOTION FOR 

SUMMARY JUDGMENT 

Let Judgment for the Plaintiff be entered as prayed. 

Judge 

______ ~~~ ___________ , 19~ 

Upon legal and satisfactol'yproof of the correctness and ai:uount of .the claim for· 

which the above suit was brought, being produced to the Court, 

IT IS ORDJj}RED; this. __ --:day of __________ ---, 19 __ , that 

the Judgment by default in this case be extended for ____________ _ 

($ _____ ), damages asseBsed by the COlll't with intel'est fl'om uate anu costs of suit. 

Judge \\ 

D-63 
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Form #8 

IN THE CIRCUIT COURT FOR 

VS. 

The Clerk will enter the above Judgment satisfied 

No. 

No. 

JUdgment lor 

Law Docket No. 

~agistrate Judgment 

$ 

Interest from 

Costs 

A ttorney:l C ommiBsicn 

All.E:cemptio1l.8 waived 

Judg'ment entered 

Test: 

$ 

$ 

• 19 

______________ ~--~ __ --~--~ ___ Clnk 

______ .. ~,----____ -----__ - ___ 19-------~-----------------~-------------

D-64 
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Form # 9 

THE STATE OF MARYLAND, , to-wit: 

To the Sheriff of , Greeting. 

WHEREAS, at a Circuit Court begun and held at ,in and for said 

, un the ___ , ___ . ___ Monday of _________ In the 

y~ar uf uur Lord ulle thousund nine hundred ant! ~ ___________ & 

certain .. ____ _ 

by judgment of said Court, recovered agllinst a certain __ . 

late of , ___ ._. ______ as well the sum of ___________________ _ 

.-.. _._--_. __ ._--

for ___ _ ._. _ costs and charges by _~ __________ about . __________ suit in that behalf 

laid out and expended, Whertof the said 

__________ convict as it appears of record: 

Therefore you are hereby cDIllmanded to aliach, seize, take lind safe keep, the lands, tenements, gouds, chattels, and 

credits of the said ..... __ .... _____ . __ .. ____ . __ _ 

--- -- -. - _._------ ___ which shall be found in your b&iliwick, to. the 

value of, as well the sum of ___ _ - ------_._----------
---.--- ------

as the sum of __ .....:. _____________ _ ______ . dollars for the cost and charges which 

mayor shall accrue in the premises; and when you have the same so attached, Dr any pact thereof the same in your 

custody safekeep, so that you have tbe same before our ne.~t Circuit Court, to be held at the Court House, in ., 

on the . _._. ____ . __ then and there to be condemned, 

according to the Acts of Ass.ernbly aforesaid, to and for the use of the said ________ _ 

unless ______ the said __ _ 

attorney shall appear .and answer unto the said ____ ._ ' •. ----_.-. -"--":"'~.'-. -------_ ...... -----
in a plea as afuresaid ___ . _______ . _____ _ ------------
according to law: you are likewise commanded, "to make knuwn tu each person or persons in whose hands or possession 
t.ie said lands and tenements, goods, chattels !llld credits, so attached, are, if to him or them s,hall seem meet, to be and ap
pear, on the day alld at the place aforesaid, beiore the said. Circuit Court, to show cause why such lands and tenements, 
Joods, chattels and credits, so attached as aforesaid, should not be condemned, and execution thereof had and made, as iii 
ilther t.1SeS of recoveries and jUdgments given in Courts of record," according tu the directions of the Acts of Assembly 
i'Joresaid; and that you make it appear unto the said Court, at the place and oll the day aforesaid, in what manner you shall 
execute this writ; and have you lhp.n and there tbis writ. 

Chief JlIllJle uf uur said Cuurt, the __ _ _____ day of 

Issued the ______________ day of ____ . __________ , 19 __ _ 

Clerk. 
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WRlT OF Fl ffA 
CIRCUIT COURT FOR 

STATE OF MARYLAND 

·Case No. _____ _ 

Docket No. _________ _ 

TO THE SHERIFF OF WASHINGTON COUNTY, Greeting: 

WHEREAS, at a sitting of the Circuit Court for ,begun and held at 

the Court House In the City of on the lirst Monday in ________ in the 

year of our Lord one thousand nine h'mdred and _-. ___ _ . _____ , by 

judgml;!nt of this court. a certain 

recovered against a certain 

the sum of $ .... and attorney"s commission of $ _______ • with 

interest from the day of .•.. ____ .19_~_ plus costs of 

$-. . as it appears of record: 

THEREFORE. you are hereby commanded. that of the goods and chattels. lands and 

tenements of the said . 

being in your bailiwick. you cause to be made and levied the debt, cost and charg~s 

aforesaid, and have you those sums before the said Circuit Court tor 

to be held at the Court House in on the first Monday of 

next. to render unto said 

the debt, costs and charges aforesaid. Hereof, fail not at your peril. and have you then and 

there this writ. 

WITNESS, the Honorable Chief ,Judge of our saki Court. the 

day of ,19 . 

I:;:;ucu. tho day \.\1 ,19 

(Court Seal) Clerk 

Form 1110 
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Form it 11 

SUMMONS 

In The Circuit Court For 

\l~. 

Plaintilf's ALLul'lIey 

Defendant's AtLol"lIc-y 

t ()-wit : 

'l'h(~ !:ilale of MUl'yland to. 

Nil. LAW DOCK,!!:'!' No. 

Judgml'nt for 

Iintere~t from 

I ('ulILlI 

.:\ tlul"Iley's Commi::!sion 

All Exemption::! Wnived 

I 
,Judgment Entered -

19 ____ 

$ 

$ 

$ 

-------------------
- '-"-'--'- -----' ---+-------------

of , G I·t:clill~: 

YOU AIm IlI~IUWY COMMANDI~D, That all CXCUHe~ set apart, you appeur before the Circuit 
COlll·t 1'01' wilhill [hh'ly days artel' lhe sel'vice hereof, to show cuuse, if any you 
huve, why the judgment Ull above, 1I0W appearing of I'UCU1't! aguinst you should be vacated, opened 
'.II' modiliuu. 

Witne~s the Ilon. , Esquire, Chief Juuge of the suid Court, this_. __ ._ .. ___ .. 

day of 

day of lL __ , 

. --_ .. - -------, 19 __ ._, 

Clerk 

NOTE: If lhe judgment is correct und you do not wish to contest it you peed not appear. The judgment 
will becume absolute thid}' days after the "el"vice of the summons, 

D-67 
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No. LAW DOCKET No. 
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,i 

. SUMMONS 

VS. 

II 
!} 

\' '" 

Action Assumpsit: 

Narr, Note & Agreement filed: 

Judgment by Confe5sion: 

Summon Defendant( s) 

II" 

\\ 

JI 
r il 
~:.A =""""' ____ -_-_~ ______________ '.__:_~--""'"'\\',...---

"" .. ~.-"'" .. t ~ 

Attorneys' (or ptaintiff 
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\ 
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CL.&RIC 

CLt:::HK uF THE. CIRCUIT COURT 

PHONE 

NOTICE TrNDER ?:jAHYLAND RULE 1217 f (2) 
EXHIBITS FILED DURING TRIAL 

Form #12 

All exhibits introduced into evidence or mark~d for 

identif:tcation during the;, trial of a case, and not filed as a 

part of or' with the pleadings, shall be rata5.:n.ed .by t.he clel'k 

of court or such other person as ms.y be ciesi6nai~ed by the 

Cou~t. 

After ~itht:n' the tirlle for appeal h;).s expired, or in 

the event of an appe al, the mand'a te ha~ been rece i vee. by tb.\3 

clerk, the clerk shall send. writte:1 !'lctice to all counsel of 

recol'd ad"i s in~ them that if no !'e<l":.lE'l8 t to wi thdraw 3l.4ch exhibits 

is l'eceived wIthin .:-en (10) day::l f:::~m thr. da.tl'} of nct:;'ce, the 

exhihits will be eisposed ot. Unle~~ ~uch a request is receivbd 

by t},e clsrk within ten (lu) days fr~M the d~te of notico, or 

unless the: court Hi thin such pel'lod shl?~_l or-c'lsr. ot'hur'wis6, the 

l~ler'k sh·!l.J.l cli.J[,()[:o or tlt::J e.1(iiibi t.':> In ~uch !llannar, including 

- - ... -,---.... --··--:-;-C J.f ... I~k 

D-68 il" 
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Forms List 

APPEALS 

1 Notice of Appeal 

2 Transcript of Record (to the Court of Special Appeals) 

3 

4 

5 

6 

Index (Table of Contents) 

Docket Ent17ies sheet 

Clerk's Certification sheet 

Mandate--Court of Special Appeals 

7 writ of Certiorari 

8 Transcript of 'Record (to the Court of Appeals) 

9 M~ndate--Court of Appeals 

10 Disposition Sheet (from Court of Appeals with Records Return Receipt) 
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A~peal Procedure 
ACM (1957) Chapter lOOO--Appeals to Court of Special Appeal~ 

DESCfiJPTlON 

Procedure for Appeal 
~itiati0'l 

Time for Filing An 
APP"ea-l-

fOAM NO. 

1 E-28 

STATUTE 
OR 

RULE 

MRIOll 

MRIOl2 

PROCEDURE 

a) Date-stamp the Notice of Appeal. 
to see' tha~ all parties have been 
served. 

b) Make appropriate docket entry. 

Check 

c} Collect filing costs for deposit. Do 
not transmit record until filing costs 
and clerk's preparation cqsts are paid. 

E-l 

o 

COMMENTS 

NOTE: The sale method of securing 
review by the Court of Special Appeals 
is by appeal. 

a) The appellant files a Notice of 
Appeal with the clerk of the lower 
court. Proof of service to all 
parties must be shown. 

c) *Assess costs. See Board of Public 
Works Fee Schedule in Courts Article 

, for prescribed filing fee. This 
fee is paid to the Clerk of the 
Court of Special Appeals when the 
record is transmitted. (See pageE-24.) 

NOTE: An order or notice of appeal 
must be filed within thirty (30) days 
after the date of the judglllent which 
is being appealed. 'rhere are two 
exceptions: 

1. Orphans Court--within thirty 
(301 days from date of verdict 
or, if a motion for a new trial 
is filed, then thirty (301 days 
from date the motion was denied, 
overruled, or dismissed. 

1 

II 
! I l 
• I 

1 
• i 
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Appeal Procedure . 
ACM (1957) Chapter 1000--Appeals to Court'of Special Appeals 

i i ,1 
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DESCRIPTION 

ii 

d 

Strikins of AEEeal 
Lo\.,rer Court ------

11 ::J ___________ _ 

-

FORM NO. 
STATUTE 

OR 
.. 

RULE 

MRS -

~ MRI013 

E-2 

o 

PROCEDURE 

-

.-. .. 

-

. 
., 

2. 

NOTE: 

Criminal 
new trial 

COMMENTS 

It) 
V 

. ) 

Case--if motion for 
is filed, within 

a 

thirty (30) days from date the 
motion was denied, overruled, 
or dismissed, or within thirty 
(30) days of. the date of judg-
ment, whichever is later. ----
If an appeal has been filed by 

one party, any other party may file 
an order for . appeal within ten (10) 
days of the first notice of appeal or 
within thirty (30) days of the date of 
judgment, whichever is later. ----
NOTE: The lower court may strike the 
appeal for any of the following causes: 

l. Notice of appeal not timely 
filed. 

2. Neglect or omission by appellant 
to pay costs for recot"d pre-
paration. 

3. Failure to deposit filing fee. 
4. Failure to transmit the appeal 

t"ecord within the presct"ibed 
time limi.ts by reason of neglect 
or omission on the part of appel-
lant. 

,,;' 
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Appeal Procedure 
ACM (1957) Chapter IOOO--Appeals to Court of Special Appeals i~ 

DESCRIPTION 

Tim~ for Transmitting 
Record 

RecoLd on Appeal 

Contents of Record 

o 
-,(,,/ .. ~, 

FORM NO, 
STATUTE 

OR 

RULE 

MRI025 

MRI026 

PROCEDURE COMMENTS 

al Transmit the record, as soon as possible a) The complete record of t9~ appealed 
to the Glerk of the Court of,Sp'ecial' case must be transmitted. to the 
Appeals by one of two methods; Court of Special' Appeals as SOCia: as 

possible, but no later thari~~i~ty(60) 
days after the first notice of appeal, 
unle::;s the trcll1F.Hnittal time has been 
extended. 

1. Personal deliver~ 
2. Certified or Registered mail, return

receipt requested 

, !l 
: tj 
:f 

b) If an extension of time for transmitting b) 
the record'is required, date-stamp and 
file the application (for extension of 
time). 

should be timely filed with the CouLt 0 

Special Appeals, i .•.• no later than 
sixty (60) days after the first notice 
of appeal is filed. 

IIJ. 
'ff 

The application for extension of time f ,II' 'l;f.l 

NOTE; I f the record has not been trans- I I 

mitted in the prescribed time, the appel- I ,. 
l~nt must include in the record an aEfida- . I 
VLt stating that through neglect, omission, 

al Include the 'following items in the 
appeal record: 

1. Original papers, including all 
exhibits. 

E-3 

c~ 

or inability of a judge of the Court of 
Appeals, the clerk of the lower court, 
cDurt stenographer, or the appellee, the 
Lecord ttansmittal was delayed, 

1. If it is necessary for the lower 
court to retain the original papers, 
the clerk may substitute certified 
copies of the ociginal papers for 
transmittal of the record. 

Ij· 
I 
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Appeal Procedure . 
ACM (1957) Chapter lOOO-~Appeals to Court of Specii:l:l Appeals 

STATUTE " 
DESCRIPTION FORM NO. OR PROCEDURE 

RULE 

2. 'franscript of ,testimony. 

-

3. Certify copies of all docket 
, entries. 

4. Statement of costs. 

Form of Record a) Place original case papers in a a) 
binder (s) . 

b) Number each page sequentially. bl 

" 
2 E-28 c) Prepare cover page. . , 

, . 
, " . 

, " 

E-4 

. 
"I 

~, .. ~ ." -~, ~,. ___ .-o..>, __ --.-

o-
j 

.. 
COMMENTS 

2. UnI'ess a copy of the'transcript 
is already on file "lith the 
original papers, the appellant 
mllst order, in writ,ing, a tran-
script from the court steno-
grapher within ten (10) days 
after the notice of appeal has 
been filed. 

3. Copy of docket entries are sent 
to each attorney of record. 

4. *Assess costs. Costs include: 
(al Preparation/Certification 

of record 
(bl Amount of· costs taxed 

against each party 
(cl ~reparation of transcript 

and transcript copy, if any. 
(See page E-24.) 

Many clerks use brown pressboard 
binders (with holes punched at the 
binder top) and Acco fasteners; 
other clerks use the original case 
folder. 

Pages of the transcript do not have 
to be re-nwnbered. 

I 
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,Appeal Procedure 
ACt-! (1957) Chapter lOO~:--Appealos to Court of ~pec!al Appeals . 

,STATUTE 
' . 

DESCRIPTION FORM NO. OR PAOCEQUAE 
RULE 

3 E-29 d) Prepare typed index of appeal recprd d) The 
.. - contents includinQ' the following as 

in forl!!ation ; 
1. Case caPtrion 
2. CClse /lumber 
3. List of contents with corresponding 

p,age numbers 

4 E-~O e) Prepare list of docket entries, includ-
ing the fol'lo\~ing information; 
1. Case caption 
2. Case number (docket number) 
3. List of docket entries by title, 

nUlllher, and date 

5 E-31 f) Prepare Clerk's certification. f) The 
the 

,;, 

g) Arrange the contents of the .. record in 
the following ordel:'; 
1. Cover pClge 
2. Index (Table of Contents) 
3. Docket entries sheet(s) 
4. Original paper, including exhibits 4. 

E-5 

() 

" ---- ,------------=--== , 

COMMENTS 

index may alsO be referred to 
the rable_ 9f Contents. 

certification page must bear 
Seal ,of the Court. 

Bulky or large exhibits are not 
placed in the binder with the appeal 
record. Such exhibits are forwarded 
separately to the CO!Jrt of Special 
Appeals. In many instances, the 
clerk of the lower court (or his/her 
agent) personally delivers large 
exhibits to the Clerk of the Court of 
Special Appeals. This p~rsonal de-
livery insures safe transinittal of 
the exhibits. 

1 
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Appeal Procedure 
ACM (1957) Cha.,pter lOOO--Appeals to Court of Special Appea-l.s 
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Statement in lieu cif 
pleadings and 
evidence 

" 

h) Transmit record to Clerk of Court of 
Special Appeals. 

i) Send copies bf docket entries to each 
attorney of record. 

::). NOTE: With the approval of the lower 
'court, .the parties may prepare and sign a 
"state~ent of the case in lieu of the 
pleadings and evidence. I, This statement 
superceges all parts of the record except 
the 1) judgment appealed from the lower 
court and 2) the opin:~on of the lower 
court. In these instances: 

a) Certify as the re~ord on appeal the 
following: 
1. Statement (of the parties) in lieu 

of the pleadings and. evidence. 
2. Judgment appealed from the lower 

court. . 
3. Opinion rendered by the lower court. 

E-6 

NOTE: Some circuit_courts place "tabbed" 
dividers between sections of the' record 
to facilitate locating relevant material. 

Some clerks notify counsel to inspect the 
record before ma~ling, 
No approval of the case record by the .J 
lower court is required for trahf,mitting . 
the record to the court of ~pecial Appeals. 
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Appeal Procedure 
ACM (1957) Chapter lOOO--Appeals to Court of Special Appeals 

DESCRIPTION 'FORM NO. PROCEDURE COMMENTS STATUTE 
on 

RULE 
----------------1-----I-----+-~~~--~------------------------~------------~·-------------------------------------

Corr9cti~ to Record 

Return of original 
Papers 

6 

MRl027 

E-32 MRl077 

NOTE: A correction to the record, on appeal, 
may be needed after the record is trans.": -
mitted to the Court of Special Appeals: 
The Court of Special Appeals notifies the 
appropriate lower court, by order, to 
transmit the proper corrections. 

a) Date-stamp order and place in original 
case folder. 

b) Prepare certified copies of the 
appropriate parts of the record and 
transmit them to the Court of Speciijl 
Appeals. ' 

a) Sign receipt for rl;lcord from Court of 
Special Appeals; return it to the 
Clerk of the Court of Special Appeals. 

b) Return record to the file. 

E-7 

() 
,\".L 

NO'l'E; Unless otherwise direc ted, the 
recClrd on appeal is returned to the 
appropriate lower court at the time 
the mandate of the Court of Special 
Appeals is issued. 
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Appeal Procedure 
AC11 (1957) Chapter 1000--Appeals to court of Special Appeals 

STATUTE 
. , 

DESCRIPTION FORM NO. OR PROCEDURE 
RULE 

Stay of Execution of MR1017 
" 

.... - .. 
Fi!l£l Judg~ in . 
Civil Cases 

a) Accept supersedeas bond for .recording • 

.. 
b) Prepare receipt for recording. 

• " 

MRIOl8 

. 
-. 

, 

E-8 

Pi o r 

'.J 

, 
(I 

COMMENTS 

NOTE: . An· appellant rna}! st4y the execu-
tion of a civil judgment by filing a 
supersedeas bond in the cdse from 
which an appeal is taken. it (See Md. 
Rule 1017 for exceptions. ) The bond 
may be filed with the Clerk of the 
lower Court anytime prior to the 
satisfaction of the judgment. 

-
a) See AEEroval of; . Su,persedeas Bond 

section below . 
,. 

b) *AsEless costs.. (See page E-24. ) 

NOTE: If the judgment has been partial- : 
ly executed prior·to the filing of the 
supersedeas bond the clerk of the 
lower court will issue a supersedeas : 
to the Sheriff or other officer to 
stay further proceedings and surrender 

, 
i 

any property which may have been 
seized in the 'course of such"execution. 

NOTE: A ,supersedeas bond filed pur-
suant to Rule 1017 shall continue in 
effect pending review of the case by 
the court of· Appeals. 

: 
i' 
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Appeal Procedure 
ACM (1957) Chapter lOO.O--Appeals to Court of Special Appeals 

DESCRIPTION 

Deposit in Lieu of 
Sureties on Super
sedeas Bond 

St~ of Execution of 
~ Interlocutory Order 

Approval Qf Super
sedeas Bond 

c). 

FORM NO. 
STATUTE 

OR 
RULE 

MRI021 

MRl019 

MRI020 

PROCEDURE 

Approve amount of bond a~d surety. 

E-9 

o 

. .' 

COMMENTS 

NOTE; In lleu of sureties on a super
sedeas bond which has beel) filed, money 
in an amount equal to tile amount of . 

- the bond may be deposited with the 
clerk of the lower court. 

NOTE; If a party wishes to stay the 
operation or execution of' an inter
locutory order previously entered in 
an action on appeal from a final 
judgment,. he ~Ust file a written state
ment of his intention with the clerk 
of the lower court and give bond as 
prescribed by the lower court. 

NOTE; When the amount of the super
sedeas bond has been agreed to by the 
parties, and surety has been approved 
by the clerk of the lower court, 
further approval by the lower or 
appellant courts is not necessary. 

When the parties cannot agree to the 
amount of the bond, then the amount 
and surety will be approved by the 
clerk of the lower court. 

'Determine if a Cer'tificate of Com
pliance from the State Insurance 
COllunission is filed in the Clerk' s 
Office. 

\.,j .--~--------,.------.Y . '~-'-Ir t ._-?"----.,.;.;.---:-------_ .. _---_.,_.'-
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Appeal Procedure 
ACN (1957) Chapter' lOOO--Appeals to Court of special Appeals 

___ ~.~E_S_\'_H_I_PT_I_O_N ___ -______ ~I_FO __ R_M_t __ N_O_.-+ __ S~:~~~T~~~~T_E __ ~ ___________ ~ ___ "_P_R_O_C_E_D_U_R_E ________________ ~ __________ ·_· __ ,_. __ C_O __ M_~_1E_t_~T_S_' ______________ __ 

Obj.'ction filed 

Post Conviction 
ReCOrds 

MRI093; 
BK46(c) 

NOTE: If a party objects to the amount 
'of the bond <:!r surety approved by the 
cIerk, this objection must be made in 

. /: ;:::CwriBng to the lower court. 
~::-/ 

a) Date-stamp objection and file ip::::~e 
fold7r; make dock/:!t and ca~g:~tolder 
entrl.es. 

b) Set for hearing and prepare notice to 
parties; forward to Speriff for 
service. 

a) Upon notification from the Clerk of the 
Court of Special Appeals, date-stamp 
and file the notice; make the appro
priate docket and Cclse folder entries; 
prepare the record for immediate 
transmittal by placing the fOllowing 
in a binder: 
1. Petition 

NOTE: The lowe~ court will then fix 
the "amount of bond and approve the 
surety at the hearing. Either party 
may request, if not satisfied, revie~, 
by the Court of Special Appeals. See 
Procedures for Appeal Initiation. 

I! 

a) Some courts do not use special 
binders, but transmit the case 
papers in the original case folder. 

2. State's Attorney's answer or motion t.:; 
3. Any subsequent pleading. "~f/;:5/~; 

E-lO 
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!\ppea.l. Procedure 
\CM (1~57) Ch~pter 1000:--Appeals to court of Special Appeals 
-----------------~~~~--~----~-,~--~.~.~--------~~-------------,r---~~~------~'---~-------------

STATUTE 
OR 

RULE 
DF.~3CrllrTION FORM NO. 

3 E-29 

4 E-30 

5 E-31 

pefecUve Delinquents MRI094 

PROC~DURE 

4. Order and memorandum of the court 
5. Stenographic transcript only 

included if ordered by the Cpurt 
of Special Appeals . 

6. topy of criminal docket entries 

b) Number each. page sequentially. 

c) Prepare typed indeK of record contents. 

d) Prepare list of docket entries. 

e) Prepare Clerk's certification. 

f) Transmit record to the Clerk of Court 
oJ Speda" Appealf!. 

COMMENTS 

c) See Record on Appeal, Form of 
Record, ~). 

d) See Hecord ~.Appeal, ~ of 
Record, ~). 

e) 'l'he certification must bear the 
Seal of the Court. 

f) Transmit the record by either of 
the following methods: 
1. Personal delivery 
2. Certified or Registered mail, 

return-receipt requested. 

The application 
the following: 

1. Defendant 
2. State 

to be filed by either of,-Cc:;-.. NOTE: An application for leave to 
~"_,=-,,.-,,-;:c,-::~· •. C'l~appeal in a defective delinquent pro

ceeding must be filed with the Clerk 
of the lower court within thirty (30) 
days from the date of the order 
appealed from. The Public Defender or 
privately retained counsel usually 
files this application. 
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Appeal Proc'edure 
A9M (1957) Chapter 1000--App~als to Court of Special Ap~e~ls I 
·~----------~--T-~-r~~~S~T-A-TU-T-Ec~~--------------------------~~--.---------~,~------~----~------~n 

DESCRIPTION FORM NO. OR PROCEDURE' COMMENTS ~ 
RULE. ..'- ' 

---------------------~~.--l~--~~~:=---~~----~_~~~--------------------~----------------~--------7. .. ~-----

1. Defendant 

2. State 

Record Preparation 

a) Date-stamp application; file original 
application; make. appropriate entries 
on docket, and case folder. .. 

b) Forward One (1) copy of theapplica
tion to the Attorney General; note this 
mailing on the. docket and case folder: 

a) Date-.\stamp application; file original 
appltcation in case folder; make 
~pprop~iate entries on docket and case 
folder. 

,b) Forward one (l) copy each to: 
1. Defendant 
2. Attorney of record 
Note these mailings on the docket and 
case folder., 

a) Include the following items in the 
appeal record in a binder: 
1. Original case papers, including all 

exhibits. . 
2. Certified copy of all docket entries 

E-l2 

NOTE: An-affidavit alleging indigency 
maybe fil~d prior to or \:.ogether " 
with the application for leave to 
appeal. 

a) Application must be filed in 
duplicate. If sufficient copies 
are not provided, telephone the 
defendant's attorney for' additional 
copies. 

a) Application must be filed in 
triplicate. If sufficient copies 
are not provided, telephone for 
additional copies. 

a) Some courts do not use special 
binders, but transmit the case 
papers in the origina.l case folder. 
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ipeal Pro.cedure 
:M (1957) Chapte~ lOOO~-APPeals to. Court of Special Appeals~ 

-~- -

DESCnJPTlON 
STATUTE COMMENTS FORM NO. OR " " PROCEDUflE 

RULE 

3. Transcript of testimony if orde"red 

- ~ ~~urt of 'Special Appeals. 

b) NU!,fiber each page sequentially, 

3 E-29 c) Prepare typed index of record contents. c) See Record ~"AEEeal, ~ of 
Record, ~), 

-
. 

4 E-)O d) Prepare list of docket entries. d) See Record ~ AEEeal, ~of 
Record : __ ~~_, 

I 

I I 

.:::., 

r1 

\ 
Ij 
L n !.i " ,~(: -. 

t __ ".;C 

5 E-31 e) PrepaJ;El Clerk's certification, e) The certification must bear the 
Seal of the Court. 

f) Transmit record to the Clerk of Court f) 'l'ransml t the record by either of 
of Special App.eals. the" fo11O\O:'ng methods: 

l. Personal delivery 
2. Certified or Registered mail, 

f: return-receipt requested. 
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Appeal Procedure 

i' 

ACM (1957) Chapter 800--Review by Court of Appeals 

DESCRIPTION 
! STATUTE I FORM NO. OA 

RULE 

" 
7 E-33 

" 
" 

.. 
Tit.le for Transmitting: MR825 a) 
Ref,:orcr-----

. 

~ 

b) 
, 

-

--.-.'~"-~~~-~--~..---~---

() 
( 

~, 

,PROCEDURE COMMENTS 

NOTE: The sole method of securing 
review by the Court of Appeals is 
by Writ of 'Certl.orari. -,-,--

' . 

Transmit the record as soon as possible a) The comp'iete record of the -;:lppsaled' 
to the Clerk of the Court of Appeals by case must be transmitted to the 

of methods: Court of Appeals the one two as soon as 
l. Personal delivery record is prepared, but no later 
2. Certif,ied or Registered mail, than sixty' (60) da.ys after a Ivr'{ji; 

return-receipt requested of Certiorari addresseIT to" a lo\i~r 
court other than the Courtof---
Special Afpeals is granted.-

- ~: If the record has been sent back 
, to the Distri.ct Court, a copy of t.he' 

Writ of Certiorari may authorize 
retuining the record to the appropriate 
circuit court. 

If an extension of time for trans- b) The applica:tion for extension of 
mitting the record is required, date- time should be timoly filed, i.e. , 
stamp and file the application (for no later than shiy (60) days after 
extension of time); make appropriate a writ of Certiorari addressed to 
entries on docket and case folder. a lower court other than the Court 

of special Appeals is granted. 
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Appeal Procedure . 
ACM (1957) Chapter BOO--Review by Court of Appeals 

DESCRIPTION FORM NO. 
STATUTE COMMENTS OR PflOCEDUfI!= 

____________ ·~'· .. __ ~--~~---I.----~--~R~U~L~E~--+_------.----------------~~--~ _________ I ___________________ ~~ ______________ ___ 

Record on Appeal 

Contents of Record 

c» 
G ="'.=----.. -, -===-_ .. _-_ ..... . 

'-:'" 

MR826 

a) Include the following items in the 
appeal record; . 
1. Ofiginal case papers, including all 

eX\libits. 

2. 'l'ranscript of testimony. 
3. Certified copies of a~l docket 

entries. 

E-15 

() 
V 

NOTE; If the record has. not been 
trailsmitted in the prescribed tiure, 
the appellant. must include in tile 
record an affidavit stating that 
throug~ neglect, omission, or inabili~ 
of a judge of the Court of Appeals, 
the clerk of the lower court, court 
stenographer, or the appelleE!:i' the 
record transmittal was delayed. 

NO'I'E; The reco .. d of an appeal' filed 
in the Court of Special Appeals to
gether with the record of any pro
ceedings held in that court for the 
appeal will constitute the record for 
the purpose of review by the Court of 
Appeals. 

1. If it is necessary for the lower 
court:;lto retain the original 
papers, the clerk may sUbstitute 
certified copIes of the original 
papers for transmittal of the 
record. 

3. copy of docket entries is sent 
to each attorney of record. 
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Appeal Procedure 
ACr.:t (1957) Chapter aOO--Review by Court of Appeals 

DESCRIPTlO~ 

Form of Record 

,~ 

FORM NO.·" 

a E-34 

3 E-29 

4 iE-30 

STATUTE 
OR 

RULE 

! 
) 

PROCEDURE 

4. Statemen~ of costs. 

a) Place original case papers in a 
binder (5) ." 

b) Nllinber each page sequenti~11y, 

c) Prepare cover page. 

d) Prepare typed index of appeal rec.ord 
cont~nts including the following 
information: 
1. Case caption 
2. Case number (docket number) 
3. List of contents with corresponding 

page numbers 

e) Prepare list of docket entries, includ
ing the following informa·tion: 
1. Case caption 
2. Case number (docket number) 

E-16 

__ ~ ___ ~. ___ •• M ____ ""_",,,,_,_~,~,~ 

., 

CGMMENT,S 

o 
',,) 

4. *Assess costs. Costs include: 
(a) Preparation (Certification 

of record) , 
(b). AmoUnt of costs taxed" against 

each party " 
(cl Preparation of transcript 

and transcript copy, if any 
(See page E-24 .• ) 

a) r.:tany clerks use brown pressboard 
binders (with holes punched at the 
binder top) and Acco fasteners; 
other clerks use the original ca'se 
folder •. 

b) Pages of the transcript do not 
have to pe re-numbered. 

d) The index may also be referred to 
as the Table of Contents. 
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Appeal Procedure 
ACM (1957) Chapter 800--Review by Court of Appea~~ .. 

STATUTE .. 
OESCmpTIO~ FOn~ NO. OR 

RULE 

5 E-31 f) 
\ 

g) 

'~. 

II 
'I I 

iJ 
'J 

" I I 

-,-; 

: '\' 

n .. . 
.. PAOCE()URE, 

", 

3. 'List of docket entries by title, 
" pumQer, and date' ' .. 

rrepare C~erk!s -certlfication. 

Arrange the contents 'flf the record ill 
the following.. order: 
1. Cover pag-e 
2. Index ('Table of Co:nl:epts) 
3. Docket enti-ies sheet(s) 
4. Origina

l
1 papers, .including exhibits. 

~-p 
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~--, .. I 
COMMENTS 

!\ 
i P , 

, 

1.", 

f) The ~ertification page must bear 
the Seal. of the Court . 

j' " 

4. Bulky or large exhibits are not 
placed in the binder with the 
appeal record. Such exhibits 
are for~arded. separately to the 
Court. of Appeals. In mi:\ny 
instances, the clerk of the lowe: 
court (or his/her agent) per-
sbnally delivers large exhibits 
to the Clerk of the Court of 
Appeals. 'l'his personal delivery 
iusu'res sa:fe tr.ansmittal of the 
exhibits. 

NOTE: Some c'ircuit courts r,»lace "tabbe d " 
<iividers between se'ctions of ,the record 
to facilitate locating reJ-evant materia 1. 

Some clerks notify counsel to inspect 
the record before mailing. 

~o approval of the case record by the 
lower court is requi L-ed' for transmittilH 
the. record"to the Court of Appeals. 
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Appeal Procedure 
ACM (1957) Chapter 800--Review by Court of Appeals .. 

DESCRIPTION 

Statement 
pleadings 
evidence 

Corrections 

Ii ..-

in 
and 

to -

. " 

lieu of 

Record 

'j 

FORM NO. 
STATUTE 

OA 
RULE 

-

'.: 

\ . 

...-----... ~.. ,', 

. , 

PROCEDURE 

h) Transmit 
Appeals': 

record to Clerk of Court of 

i) ~end certified copies of docket entries 
to each attorney of record. 

NOTE: With th~ .,approval of the lower --court, the parties may prepare and sign 
a. "statement of, the case in lieu of the 
pleadit!9S and'evidence. u 'l'his statement 
supercedes all parts of the record except 
the 1) judgment appealed from the lower 
court and. 2) iJ;~l1e opinion of the lower 
court. In these instances: 

a) Certify as the \~ecord on app~al the 
following: . 
l. !?tatement (of the parties) in lieu 

of the pleadings and evidence. 
2. Judgment appealed from the lower 

court. 
3. Opinion rendered by the lower court. . 

NOTE: A correction to the record on appeal 
maybe needed· after the record is trans-
mitted to thfi! Court of Appeals. The 
Court of Appeals notifies the appropriate 
lower court, by order, to transmit the 
proper corrections'~ 
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Appeal Procedure 
ACM (1957) ~hapter 800~-Review by court of Appeals 

- .. STATUTE . ~ .. . ' .. , . 
DESCRiPTION fORM NO. on 

,> 
, , PROCEPURE COMMENTS 

RULE 
" .. - a) Date-stamp order anct .place in oFi<,Ji:'nal. 

case folder. 

, h) Prepare certified copies of tile 
appropriati:l parts of the record and 
transmit them to the Co~rt of Appeqls. 

Retut'n of Original MRB77 NOTE; Unless otherwise directed, the -Paeers record on appeal is returned to the 
9 E-35 appropriate lower court at the time 

the mandate of the ,Court of Appeals 
is iss!led. 

10 E-36 a) Sign receipt f.or recor':t.~t'om Co~.u;-t of 
Appeals; detach and return. to the Clerk 
of the Court of Appeals. -,. 

h) Return record to file. " 

~ \ 
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Appeal Procedure 
ACM (1957) Rule BVl-1B 

DESCRIPTION 

Attorner Disciplinary 
Proceecbng SO, 

FORM NO. 
STATUTE

OR 

RULE 

MRBV9 

-r-------~~--~---

PAOCEDU~E 

a) Date-stamp order and petition. 

b) Docket order and _petition; assign case 
number; prepare case folder. 

d) Prepare true copy test of order and 
petit:ton; delivery to Sheriff for 
service on attorney. 

E-20 

,-

COMMENTS 

NOTE: Charges against an attorney are 
rIIed in writing on behalf of the Attorney 
Grievance Commission in the Court of 
Appeals. The Court of Appeals enters an 
order which designates the court in 
which the charges,are to-be heard. 
The order also names the panel of 
judges (not less than three (3» wQo 
will hear the cha~ges and appoints -'a 
specific judge as the Presiding Judge 
of the -panel.- This order is mailed 
to the Clerk of the appropriate court 
with a petition (Petition to Suspend 
an Attorney from the Practice of Law; 
Petition for Di~c~plinary Action, 
etc.) • 

b) Most courts maintain a special 
docket (Miscellaneous Disciplinary 
Docket) for these proceedin9s. 
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Appeal Procedure. 
ACM (1957) Rul~ BVl-18 

DESCRIPTION 

() 
U 

FORM ~O. 
STATUTE 

OR 

RULE 

HRBV1Q 

MRBVll 

.'1 

PflOCEDURE 

d) Date-stamp and file the qttorney!s 
answer; ffiCike appropriate entries on 
docket and case-fo!4er.· 

-'-.:;:----

E-21 

COMMENTS 

NOTE: The judges on the panel are 
notified of the changes by the Court 
of Appe.al~. 

NOTE: Within fifteen 0.5) days follow
rngservice of the order and petition, 
the attorney charged may move fora, 
transfer of the hearing to another" 
court. This motion is filed with the. 
Court of Appeals. This motion does 
not stay the tdme for answering the 
charges. 

d) The ~bt6rneyresPQnding to the 
chargi;!s T:\ust f:i,le. his initial 
pleading I in the designated court, 
within fifteen (15) day~ after the 
date of service unless a different 
time is fixed by order of the Court 
of Appeals. 

e) The c;harg~l:I a~~ heard bythEl judges 
d designated by the Court of Appeals. 

NOTE: lfthe court finds the attorney 
guilty or not guilty of misconduct, a 
written statement of the findings of' 
.fact, the reconunendation of the court, 
and the reasons for the recommendation 
are prepared by ther Court. 
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Appeal Procedure 
ACM (1957) Rule BV1-18 

DESCRIPTION FORM NO. PROCEDURE COMMENTS 

n 
} 

.. STATUTE 
OR 

RULE 
-----------~----------7_----'"~~--.7_----------_r------------------------------------------_4r_----~------------------.-------r_---------

c 

3 

4 

8 
5 

E-29 

E-30. 

E-34 
E-31 

f) Date-stamp and file the statement of 
the findings of fact, the Court's 
recommendation, and the statement of 
the reasons for the recommendation. 

g) Transm~t the complete case record to 
the Court of Appeals; place the 
original papers and transcript of 
testimony, if any, in a binder for 
transmittal: . 
1. Number each p~ge sequentially. 
2. Prepare type~ index of record 

contents. 
3. Prepare list of docket entries. 

4. Prepare cover page. 
5. Prepare Clerk's certification. 

6. Transmit the record to the Clerk 
of the Court of Appeals. 

f) Copies of these papers are usually 
sent to al.l parties by the Court. 

g) The Clerk must transmit the record 
within fifteen (15) days after the 
recommendation of the Court is 
filed, unless a different time is 
set by order of the Court of Appeals 
Appeals. 
2. See Record 9.!! Appeal, Form of 

Recorcr;--ar. 
3. See Record on Appeal, Form of 

Record, ~). 

5. The certification must bear. the 
Seal of the Court. 

6. Transmit the record by either of 
the following methods: 
(a) Personal delivery 
(b) Certified or Registered mail, 

return-receipt requested 

NOTE: The record. is not returned to 
~lower court~ but is retained by 
the Clerk of the Court of Appeals. 
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COST SCHEDULE 

SCHEDULE OF FEES TO BE CHARGED BY THE CLERK OF THE COURT OF APPEALS AND THE CLERK OF 

THE COURT OF SPECIAL A,PPEALS PURSUANT TO CHAPTER 523, ACTS OF 1976, AS APPROVED BY THE 

BOARD OF PUBL-IC WQRKS JUNE 9, 1976 i,:,"E'FFEG.TlVE trULY 1 , 1976. 

I. SCOPE OF SCHEDULE. Thi!3 schedule applies to .fee$ to·be charged by the Clerk of the 
Court of Appeals or the Clel?k "of "the Court of. SPE:lcial Appeals. It supprants and 
supplements Section 7-102 of the Courtsl\rticle, 'now repealed. Nothing in this 
schedule is intended to affect the ability of either of the appellate courts to 
tax, award, or waive court costs; se'e Mary;tand .. Rule 880, 881, 882,' 883, 1080, 
1081, '1082, and 1083; or statutory or othei<':~~:'F-6visions pertaining to allowance 
or award of costs agaim:;1;:", the Sta1;:e"one oft.': ;i;t~p" c:;wencies, or a political subdivision; 
see, ~., Courts Article, Sec.' 7':"104. ~i""~? :;(.;, -

" " ~ ,,~; -~~:' f 

II. EFFECTIVE DATE. The fees prescribed in thiEi:~t~'dfl&aule apply to every de,signated 
record, document, copy, or certificate filed' in 6.~"t7,:requested from the Clerk of the 
Court of Appeals or the Clerk of the Court of spec:i:al' Appeals on and after July 1, 
1976. 

III. SCHEDULE OF FEES. 

A.PAYMENT IN ADVANCE-":'NO REFUNDS. 

Each fee set forth in this schedule shall be paid in advance of or concurrently 
with th~filing or de+iv~ry of the record, dOCUment, copy, or certificate specified. 
No fee is refundable. "Costs taxed to a party pursuant to a judgrnen't or mandate are 
to be settled hetween the parties. 

B. FEES. 

1. For filing th~ record incident to an appeal up to ~nd 
including issuance of the~andate " $30.00 
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COST SCHEDULE (continued) 

2.. For filing an application for leave to appeal, any reword 
incident thereto, and performing all other duties in connection 
therewith up to and including the issuance 9f a mandate if the' 
application is granted' 

3. For (jling a petition for writ of certiorari 

4. F9r filing a motion for recon~ideratiop and performing 
all .duties incident to the ~ot~on 

5. For a copy of theoCourt!s opinion 

(a) 
(b) 
(c) 

~f ord~red in advance of the decision 
if ordered after the decision has been filed 
no charge for/)o'he c~py of the opinion furnished to each If , 
counsel of ~F-cord in a ca$e 

6. For a copy of~ law 

7. For a certificate under seal of the ad~ission of an attorney 

8. For a ceitificate of good standing of an attorney under seal 

9. For each certification by a judge· or the clerk 

io -:----F~~ performing any other service incident to the duty of the 
Clerk of the Court of Appeal.s or the Clerk of the Court of 

,:J 

Special Appeals, and not specifically provideq for in this schedUle 

C. COMPARISON OF NEW AND FORME~ FEES. 

$30.00 

20:00 

10.00 

3.00 
5.00 

FEES PROVIDED BY ,FOREGOING SCHEDULE FEES PROVID.ED BY,f'!FORMER !j 7-102 OF THE 
~COURTS ARTICLE 

1. Filing reQord incident to appeal· , •.• $30.00 $20.00 

o 
,V~~5_,"",~~,, ____ ~ ___ ~ __ -;;--
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COST SCHEDULE (con'tinued) 

2. Filing an appli~ation for leave 
to appeal 

3. Filing a petition for writ of 
certiorari 

4. Fiiing motion for reconsideration. 

5. Copy of the Court's opinion 
(a) ordered in advance 

"(b) ordered after decision 

6. Copy of a law 

7. Certificate under seal of the 
a<;1mission of an attOrney 

8 .. Certificate of good standing 
of an attorney under seal 

9. Each certification by a judge 
or the clerk 

10. Performance of unscheduled 
services 

••• $ 30 •. 00 

20.00 

10.00 

3.00 
5.00 

• .20 per 
page 

••. 10.00 

3.,00 

2.00 

reasonable 
fee 

-~~----------~--~--~~---- -- -- ~---~ -~--- -

o 
j 

no·specific statutory provision; 
$20.00 has be~n charged 

no specific statutory provision; 
$20.00 has been charged 

5.00 

2.00 
3.00 

.20 per page 

5.QO 

:t.00 

no specific statutory provision 

no sp~cific statutory provision 

I 
I 

Approved by the Board of Public Works on: June 9, 1976 

\I 

~, . 
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Form *1 

IN THE CIRCUIT COURT FOR COUN'l'Y, MARYLAND 

THE A.H.C. J\[,p/lAm:T l!OMI'I\NY 

PlaInt. i 1'1' 

v • 

JOHN ~l. DOE 

NO'UCE Oft' APPEAL 

The Clerk will please nO.te an· A!-ppe'al by the 

plaintiff, The A.B.C. Al.phabet c'olllpany to tqe Cour't of Special 

Appeals from the Decr'ee r!,r'cwtlng DeG:1 i:ll'atory Judgment entered on 

January 20, 1977 by the CII'<.!uit Court for County,. 

Maryland' 'J 

By ~~ __ -,;:----,,.....,-,_-=-___ _ 

~ Thomas Smith, Esq. 
Attorney for Plaintiff 
;)11.6 7thStrp~~t 
11:11 \.1 moir:(', Md. f.l1202 

. 
CERTIJt'lCJ\TE O~ SERVICE -:::.:;...,- . ...:-.:::~~.::::::-~.==::,.":;.' 

I hN't~by el~rtl fy tlll:lt on this day of February, 

1977 I caused to be hand delIvered a copy ofithe fOregoing Notice of 

Appeal. t.o Joseph- J.onc~·;, J.:::q., 17 W. En:; t St., Sal t {more, Maryland 

21202. 

Thomas. Smith, Esq. 

E-27 
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~_K~_, __ ~ __________ ~ 

_.~~ __ -;-___________ ...... _.~_ ~ ._-._,;:;c.~-:;;:-"~ 

Form ~2 

. .! \ 

No •............. 
II.IIIAVIII 1"",NlU 

, SEI'THMIIEll TEltM, 19 ..... ~ .. 

TRANseR_~PT OF RECORD 
FROM THE 

"'.. . ....... -.: ........ -- ..... ~.~ ..... _ ....... : ... ~ .... -............... . 
" 

I Judge: .......................... ; .................... . . ... ' ....................................................... . 

r~ THE CASE OF 

..... ~ ....... ,. .................................... . 

........................................... -......... .. 

.•. , .. _ ................ - ........ :. ••• ! •• _ ................................. .. 

Appellcmt 

VS. 

....... !.. .~ ..................................... ..: ....................... . 

Appellee 

TO TIl.1E 

'COURT OF SPECIAL APPEld:.S OF MAHYLAND 

................................................................. " .. , ".. . ... """",,, 1 
C • J . .... . ~... . ....... ~'-... . ............ -........ .. 

.... ,' ..................... . 

FOR, APPELLANT 
..................................................................... ' ... 

.,"' ........................ - •••• ~:- ........... ' ........ ~ ...... O'. 0.. • ....... 0 .... _ ... ~ •••. O' .. ,/. ~ ....... o ..... ; ................ . 

Jo'on APPELLEE 
" 

......... ~: ........ ~ .. 0 .. " ••• ~ ............................ 0 • .,. .... ~ ••• ~ ......................... ~ ..... ~ ........................ . 

........................ '!' ........... - ............ ';".~, ................ ~- ..... -:- - ..... _ ....... ~' ... _ ............ ~~ .......... ~ ............. . 

Filed......................... ' ·········· .. i~·~~·~~··~~~~·~)· .. ························ .......... . 
" 

E-28 
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Formt3 

INDEX 

THE, A. B. C. ALPHABET COMP ANY 

VS. , , Eq u it Y No. 12345 

JOHN J. DOE , : 

Page No. I 
f 

" Bill 9f Complaint - rrhr'e(~ (3) Ex:hibils --------"-----""--- 1 I 
l 

* * * 
t· * * 
* * t, 

'* * * " 

* t * 

* * * , . 
t * If 

* * * 
i of 'plaintl'rf nnd dpfendant---L~ _____ ----__ _ Stipulat em 130 

";::, 

E-29 

:) .. 
. ~,' ..... .. _r.~..s\~::.:;' ' ____ . ___ . __ 

( 

f)()UKE,T f':jIJ'J'H IES 

THE. J\.H.C. AJ..PIJJ\HJ.f;rl' (!()/YII'/\NY 

vs. 

Equity No', 12345 

JOHN J. DOE 

j 
~ 
l 
~ 
N r t! 

~ 
H 

H 

rr 

I ~R DECLARATORY JUDGMENT AND INJUNCTIVE RELIE : 

August 26, 1976 #1 

* it * 
131.LJ ql.' Complaint, - 'I'tu'ee (3) ExhibJ .. ts filed. 

* I * 
b 

* * 
, 

* * ) , it I' ~ 
I 
) I it * , 

I 
I it " 

f I· I 

March 14, 1977 #26 Stipulation of plaintiff and defendant ~iled. 

'.\ .. 

, .'~. 
" 

o 

E-30 .. 
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For~ #5 

STATE OF MARYLAND, COUNTY, TO WIT: 

I IlEHEBY CERrrIf"Y that the foregoing are the original 

papers in 'the case of tl'he A. B. C.' Alphabet Company v. John J. Doe I 

being No. 12345 Equity, as iden;tified in the Index attached. hereto ; 

and a copy of the Docket Entries. 

Cost of' ftecord 

Cost of Testimony 

Plaintiff's Cost 

Defendant's Cost 

IN 'I'ES'l'IMONY WHEREOF, I here to subscribe my name and 

affix the Seal of the Circuit 

E-31 

Court for County, Maryland 

this day of 

1977. 

Clerk 
o~ the Circuit Court for 

County, Maryland 

0, 

II 
.'I 
'I 

V 

" 
Court of Special Appeals of Maryland 

STATHMENT OF COSTS: 

III Circuit, Court: 

Record 
Stenographer's eClsts 

In Court of Special Appeals: 

No. 

Filing Record on Appeal . . . . . 
Printing Brief for Appd/nnl . . . . 
Reply Brief . . .. . " . . . . 
Portion of Record Extract -- Appel/anI 
Printing Brid fur Cruss-Appe/ke 

Printing Brid fur Appellee . . . . 
Portion .of Record Extract - Appe/lel' 
Printing Brief (or Cruss-AppcIl:lIlt 

S1'd1'E OF MAR}'J,dND, ScI: 

{ 

r 

Porm *b 

J do Ilerrby 1:1"'/;{1 Illal lilt! {orr!}oillf} .is IrIIly IlIk,." {nJlII Ille r~cord;'1 fllIJ proceedings of the said 
Court of Spec;,,1 // /I /I"trls, ' 

III Irsl;lI/allY 1""L'I't~fJIJ I jun'l! 11"/'('111110 Sf/ Illy I/(IIIJ as,Clrrk and affixed 
',c,.~ I/,e: srtl/ af 1/1e Oa/II'I r4 8p"rirr/ dpprtlls. Ilu's day 

of /J.n. 19 

(,'/C-,.k of Iii I' (,'01/,., of ,""/lrt;al /lp/lI'I"s o{ Mary/and. 

Costs shown oQ",h1s Mandate are to be settled between counsel and NOT TH ROUGH THIS OFFICE. 

I' 

,~ 
!. 
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JOHN DOE 
* 

'* 

v. 

* 
* 

Form #7 

IN THE 

COURT OF APPEALS 

OF 

MARYLAND 

Petition Docket No. 

September Term, 19_' 

(No. ,September Term, 19 
STATE OF MARYLAND * Court of Special Appeals) 

* * * * * * 
WRIT OF CERTIORARI 

. TO THE HONORABLE THE JUDGES OF <THE 
COURT OF SPECrAL APPEALS OF MARYLAND: 

('i 

WHEREAS, John Doe v. State of Maryland, No. -' 
S~pternber Term, 19_ was pending before your Court, and the Court 

I;, 

of Appeals of Maryland iswi111ng t~at the record and proceedings 

therein be certified to it. 

YOU ARE HEREBY COMMANDED. to 
. ! 

cau~~e them to be sent 

without de1ar to the Court of Appeals of Maryland, together with 

this wr1t., for the said Court to proceed thereon ~s justice may 

require. 

"':;--~. 
, 

,'WITNESS, the Chtef Judge of the Court of Appeals of 
t' 

M~ry1and, this day of , 19 
" -

-'.:.: 

Clerk 
Court of Appeals of Maryland. 
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l"orm ~B 

No ................................ : ..... , SEI'TEMBEH TmlM 19 
(1.11'" VII DI."N~1 , ....... . 

TRANSCRIPT OF REC8Rn 
FROM rrHE 

, 

............................................................ : .... ~ ........... : .................. i ................... : ................................... . 

. ]udge: ................................................................................................. : ............... .. 

" 
'IN THE CASE OF 

Ji., .....•...... : .............. ,J! ........................... ........................ , ....... ...................... ; ... ~~.i ............................... ' 
"z 

<. .' - '," 

_ ...................................................................................................... -: ........... -....... -..................................... -............. : ... -.... ~ .................................. . 

.............................................. ~ ......... ···r··············· .. · .................................. ~ ..... , .• , .......... ;..=, .. ;=.t .•..... 
l,,;:' .n.,.r- HIlI 

V S. (:~,\ 

••• ~.~ ..................................................................................................... ~..... ••••••• • ............................. : .... & .. - ...................................... ~ ................... ~-

..................................... , ................................................................................ ; ........................... J ••••• 

• • ..................................................................... '! .................................................................................... : .. ~'-

. . . ··· .. ·········A~·ii;;······ 
TO ·THE 

COURT OF APPEALS OF MARYLAND 

.. !.-.... ~ ..... '!' ............. - ........................ ~ ............... - ................ """, ....................... ; 

................................ _ ...................... ;i ........ "'! ..... a',; ..................................... .; ...... ~;. .......... . FOR APPELLANT 

. ............... ---......... ,~ ...................................... , ... , ... ' ...... ~ ............. . 

Ii 
•••••••••••••••••. ~ ............... '., ...... - ................................................... --.~ ................. "'! ................................. . 

-..................................................... _ ............ -............ " ..................... ~ .......................... -...... :..... .. . 
FOP. A.PPELLEE 

.": .................... ~ ................................................................................................................... ',;" .......... .. 
(l 

Filed..................................................................................... i.1 
('.~:,\VE III .... N K) ....... .. 
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MANDATE 
Court of Appeals of Maryland 

STATEiVl ENT ()F l'OS'l'li: 

In Circuit CO,urt: 

Record t 

Stl:nographcr's Costs 

In Cuurt of Appeals: 

Filin~ ReclIl"Il Oil Appcal . 
.. Printin~ .Brief for Appcllanl 
Rcply Brief • • • . .. 
Portion of Recurd E~lr:lCI . ' 
Appearance Fee -.- Appellant 

A ppclhlllt 

Printing Brief. for Appt:llce'. . • 
Portion uf Itecllnl Extract - ,\ ppellce 
Appearance Fcc - Appellee . .' .. 

ST;dTE OF MdRYI,AND, ss: 

.' 

1 ao hereby /;I'I'/i/, Illal /Ile fOl'egoill!l is Iml)' illlull fi'OIll Ilu "ecal'as IIlId p,~octeaings art/It said 

Court of Appeilis. . I 
//1 If!slilllOIlY 1011"/'1'01, J I"",,· ""I',mll/a s,·/ Illy },nlld ns Clerk lind aUixed 

,h,' .\I.(t! (Jf ,11,- (:"111' "/ ,·/pp"ld.1 ,ft;.\ 
,111.1' 0/ _ //) 

Gll!I'k old/II! CauI'1 0/ Apptals 0/ Marylaild. 

'Costs shO\~n Ull this MandaiI.' are to he SI'llkd Ilt'tIVCl'1I l'Ollll,~d nnd NOT '1'1-1 ROUCH-! TH ,'S OFFICE. 

'! 

E-35 
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Form UO 

Court of Appeals of Maryland 

No .. :-iEI'TI~l\1 BElt TERM, I') ......... . 

I'. 

DISPOSITION OF APPEAL I~ l'OIJRT OF "PPEALS: 

'l'RANSCIU 1''1' 

1i.1·;TI!I{NED TU 

BY 

·R 1-: 1\ 1 J\ R 1\ H : 

Dale .. : ................................... .. 

.. ~ . " .......................... .. 

. ........ ,. ......................... . 

lMPOItTANT: PLEASE DETACH, SIGN AND RETURN TO 

JAl\II',:-i II. ~()J{IUS. JR .. C/,.,.k 

('(Wln' Ill' i\ I'I'E.\I,\; Ill' 1\ 1.\IH'LMW 

:\lll1:~polis. I\laryl:1I111 21.j.()l 

Tr:mscript No. , September 'l'crlll, j I) : .... 

..... r. 
•••• " •• h·I .................. _ ............................ ~ ...................... .. 

Received ................................................ _ .............. . 

Date: ........... .. 11)..... . 

" 
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FORMS LIST 

RECORDI~G 

1 Short Release (5000 11-76) 

2 Short Assignment 

3 

4 

5 

6 

7 

Instrument Receipt (R-3l0) 
\ 

Report of Receipts and Distrib~~i()n of 'Recordation Tax (PS:""447) 

Monthly.Reportof State Licenses (GAD .Form C-3, Revised 7/69) 

Financing Statement., (Form UCC-l) 

Statements of Continuation, Partial Release, Assignment, etc. 

8 Trade-Name. Certification of Ownership 

.it 

I 
i'· 
'., 

',/' 

. II 

; 

(2, 
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Recording Procedure 

-F 

, 0 

:....--. 

(ACM) Real Property Article, Section~ 3-l01--~-S03 

Land Records if 
Requirements before 
recording 

o. 
_____ U 

RP3-l04; 
3-usi 
~-l06. 

a) Che~k for ~ransfer stamp on all papers 
affecting the transfer of title to 
property. 

F-l 

o 
U 
t 

COMMENTS 

a) ~hese papers must first be cleared 
through the local department of 
aSSessments and taxation. The 
transf.er stamp certifies that all 
ta~es, assessments, and charges 
have been paid to the collecting 
agent. 

.. -

I I 
I 
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Recording Procedure 

-,r 

(ACM) Real Property Article, sections 3-101--3-503 

DESCRIPTION 

Fees are Assessed 

! : 
l_~ .. _. ___________ --_._ ... _. 

/7 

FORM NO. 
STATUTE 

OR 
RULE 

b) 

c) 

PROCEDURE 

Check for name of each person typed or 
printed directly'above or, below that 
person's signature. 

Check that the instrument is on white 
paper of a sufficient weight and 
thickness with not less than eight
pointt:i-'Pe and black letters that are 
clea+ly readable. " 

Assess the proper recording fee according 
to the following guides: 

1. State Transfer Tax of ~ of 1% of 
the consideration paid or to be 
paid on instruments conveying 
title to real property or a lease-, 
hold interest therein. 

F-2 

b). Assess ~ktra charge for 
each omitted name for failure to 
comp~y with the requiremen~s of 
this sUbsection. (See page F-:3S.) 

c)· Treble t.he normal recording charge 
for failure ~o comply with this 
subsection. (See page F-3S.1 

NOTE: See Section '3-104'(f) of the 
Real Property Article for specific 
local requirements. ' 

NOTE: If all requirement;s are met, 
rne-instrument may be accepted for 
recording. 

·Assess proper fees. (See page F-3'S.) 

1. United States, state, and local 
gove~nments, or any govern- , 
mental agency, are exempt from 
this State Transfer Tax. 
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Recording Procedure 
CACM) Real Property Article, Sections 3-101--3-503 

DESCfIlPTION 
STATUTE 

OR fORM NO~ PROCEDURE COMMENTS ! 
; RULE 

.,--------------~~~-+~~~~--~~~----~~--~--r_----~----------------
J Ca) In the creation of or the 

Art"lcle 81, 
Section 

278A 

F-3 

Cb) 

. transfer of a perpetually 
renewable ground" rent, the ta~ 
is based on the capita~ization 
at 6% of the annual ground 
rent, pius the actual"cof)sid
eration, other than the 
capitalization of the ground 
r~nt, paid or to be paid. 

For a lease for a term of 
years, not perpetually 
renewable, the tax is based on 
the capitalization at 10% of 
the average annual rental over 
the entire term of the lease, 
including any renewable term, 
plus the actual cons~dera
tion, other than rent, paid 
or to be paid. 

Where the average annual ~ent 
cannot be determined, the tax 
is based on either (i) the 
minimum average annual rental 
ascertainable from the terms 
of the lease plus 5i thereof, 
the whole to be capitalized 
at 10%, plus the actual con
sideration, other than rent, 

'paid or to be paid; ollt (ii) 
the ass~ssed value of the pro
perty covered by the lease. 
multiplied by l~,whichever is 
greater. 

o 

(Il) Every lease is not tax
able~ Any lease of seven 
(7) year~ or" less does not 
have to be recorded and 
Is,. therefore, not tax
able if recorded. (See 
Real Property Aiticle, 
Section 3-101 (a-c).) 
(See Attorney General's 
Opinion dated 6/17/74.) 
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Recording Procedure 
CACM) Real Property Article', Sections 3-101--3-503 

--~~-=~~~~~~~~~~~~:~~~--------~--~--~----------.-~~,~----------------------~ 
STATUTE 

OR DESCRIPTION FORM .NO. 
RULE 

Article 81, 
Sections 

277-278 

'-'--------------""';'! .... -_._ .. _ ......... -

PROCEDURE 

2. Documentary Stamps for~ach $500.00 
- or fractional part of consideration 

paid or to be paid on instrUments 
conveying title or creating liens 
or encumbrances on. real property. 
Deeds of Trust require stamps only 
for the amount aqvanced at .the time 
of recording. 

Ca) 

F-4 

For a lease creating a per
petually renewable ground 
rent, the tax is based on the 
capitalizi.;:tion at 6% of the 
annual ground rent, plus the 
actual consideration, other 
than the ground rent, paid or 
to be paid, unless it is 
executed simultaneously with 
a bona fide conveyance for 
full consideration of the 
rev~rsionary estate thereby 
created, in which event such 
'is not taxed. 

COMME~TS 

2. See Article 81, Section 277 
(m-5) for specific local 
rates. 
Future advancements or deeds 
of trust are validated on a 
notice of adwmcemeht or on 
the r~corded copy. ,. 

,l 

_ ~_ -,--:0 ~ - - -- ~-- -.. -~--~ 



\:., 

I" 
" 

r 
I 
Jl 

,~ 

j 
I 
1 

i 

I 
~ 
/1 ,\ 
q 
Ii 
i~~. 
Ii 

t 
\ 
1 

-[ 

Recording Procedure 
IACM) Real Property Article, Sections 3-101--3-50] 

----,------------------~----_r----_r--~_y------~~_,r_~--~------------------------------------_.---------------------------------------------, 
DESCRIPTION 

" . 

fORMij(t 
'--, " 

STATUTE . . I 
r~OCEDURE COMMENTS on 

RULE 

fb).For a lease for a ··term· of 
':~years f not perpetually repew-

'.,- able, the tax is based on the 
capitalization of 10% of the 
average annual rent over the 
entire ,term of the. lease, 
including any renewable term;' 
plus the actual consideration, 
other than rent, paid or to 
be paid. Where the aver~g~ 
annual rent cannot be deter
mined, th~ tax is based on 
eithe~ (i) the minimum 
average annual r~nt· ascertain
able from the terms of the 
lease plus 5% thereof, ,the 
whole to ~e capitalized at 
10%, plus the actual consider
ation, other than rent, paid 
or to, be paid, or (ii) the 
assessed value of the property 
covered by the lease multi
plied by l~, whichever is 
greater. 

F'-S 

o 

N.O'fE; Consideration means anything 
oTValue. 

_______ ~ _____________ ._ ,_ U 
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Recording Procedure 

-,[' 

--, ,-~ ... ~-;--------~-

....... 

CACM) Real Property Article, SE~ctlons 3-101--3-503 

DESCRIPTION 

" 

FORM 

, 
'. 

NO, 

I 

STATUTE 
OR 

RULE 

RP 3-501 

" . .. 
.. 

PROCEDURE 

3, R~cQrding fee per page. or any -
'portion of a page fo+ any deed or " 
instrument recorded among the land, 
records. 

" 
4. Indexing fee for each name to be 

indexed. 

5. aelease or assignment reqording . 
fee fo'r any mortgage or deed of 
trust, plus' indexing fee per name 
if indexing is requ~red. ,. 

NOTE: The clerk maY not charge any county 
any fee provided by this subtitle unless 
the cOWlty first gives its consent. No-
charge may be made against the comptroller 
for any service performed in connection 
with the recording ,and indexing of property 
liens arising under: 

l. Md. Income Tax Law 
2,. Md. Retail Sales Act 
3. Md. Use' Tax Act 

CAn. Code 1957, Art. 36, Iii 12; ~974, Ch. 12, 
! 2) • 

F,...6 

'. 

,) 

r~i 

1 ... ,.,· •. 1 I. 

I 

COMMENTS \ 

3. A~is defined as one side 
of a leaf not larger than 8-1/2" 
wid.: by 14" long, or any- -
portion of it. I 

4. fJusband and wife are counted 
as two (2) names. 
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Recording Procedure 
(ACM) Real Property 3-105; 3-105: .' 

DESCRIPTION FORM tlO. 
STATUTE 

OR 

RULE 

Record Short ,!..! 2 F-37 RP3-102; a) 
Release, Short 
ASilinment, or 

3-105 

Partial Release 
'. 

b) 

c) 

d) 

0"),' y 

G· 
----..- , 

\' 

.. 
PJlOCEDU",E 

~ta~p or type shaFt' assignmel1 t or 
short release in an appropriate place 
on the instrument; sign and qate th~ 
a!!signment or short release. 

Complete Short Release/Short Assign-
ment Fonn. Include the following 
information; 

1- Liber and folio nl!mbers of the 
• • 1 

or..1gl.na~ recorded instrwnent. 

2. Person to whom the paper is 
l;eturned. 

Record the date and time (hrs/mi!) 
the papers were received. 

Validate the short aSSignment 
release for reco r dln<:!, 

F-7 

() 
U 

\ 

fees. 
or' 

, 
short 

\ 

COMMENTS) I 

a) The assignment or short release 
must have a corporl;\te seal if it 
involves ~ corporation. j 

I 
j 

j 
I 
I 

I , 
" I 

I 

~ 
I 
! 

d) *Assess I?roper fees for short 
release or short assignment plus 
fee for each name to be indexed. 
(See page f':"35.) 
Most courts use a cash register 
system for validation. The 
receipt issu~q bl' the machine shows 
the total fee to collect. 
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Recording Procedure 
(ACM) Real Property 3-105, 3-106 

DESCRIPTION FORM NO. 

.. . 

" 

I 

" 

'-[ 

STATUTE 
OR 

RULE 
o. 

e) 

f) 

g) 

.". 

' , 

Index the 
release'. 
reference 

Microfilm 
relea'se or 
same page. 

() 
, 

PROCEDURE 

short assignment or 
~ 

;-; 
" 

short 
Also mark a cross-index 
on the original instrument. 

the form and the short: 
short assignment Ol:l the 

Return. form and appropriate papers to. 
proper individual. 

-
t._ 

. 

-
--, 

" " 

. F-8 

\ <,;"-'. 

COMMENTS 

.. 

g) If there is a·sho!:'t release 
the form a,nd mortgage papers 
r~turnea to the owner. 

'recorded, 
are 

I: 
t 
f 

1,: ' 

j\ 
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Recording Procedure 
CACM) Real Property Article, Sections 3-101--3-503 

DESCRIPTION FORM NO. 
STATUTE 

Oil .' 

.. 
P~OCEDUfl!= COMMENTS 

RULE 
--------------------------~ ~ .. ----~----~--~~=----t----.----------------------------------------_r---------------------------------.----~jI~<-----

Instrument Received for 
RecordLng 

tPi) ~.\ . 

C.J =--,,------

3 

a) 

F-38 b) 

c) 

RP 3-302 d) 

Record on the instrument the date and 
time' (hrs/min) the. instrument is 
received. 

Val ida te the ins tru«,en t for: 
1. Transfer Tax 
2. Documentary Stamps, if required 
3. Recording Fee 
Return receipt to recording par~y. 

Assign liber and folio numbers. 

Index instfument in ~ra~tor and 
gr~ntee index; 

1. Type appropriate information o~ 
gummed 11 t.rips . 

2. Paste original strips in proper 
grantor or grantee index. 

3. Mail copy of index strip page to 
printing company. 

F-9 

..... 

o 
U 

t 

b) Most courts use a cash register 
system for validation. The receipt 
issued by the. machine shows the 
total fee to collect. 

NOTE; At the close of each business 
Gay, the machine totaJ~-are credited 
to the proper accounts, ~nd the money 
is deposited in the bank. 

d) Cott Universal Index System used in 
most localities. 

2. This temporary index is used 
until the permanent index is 
printed. 

3. The printing company .prepares 
hard copy and also processes 
the microfilm. 

, ! 

! 
II 
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l· 
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Recording Procedure 
CACM) Real Property Article, Sections 3-101--3-503 

STATUTE -
DESCRIPTION FORM NO~ OR 

RULE 

- e). 

RP 3-303 f) 

g) 

4, 5 F-39, II.rticle 81, h) 
F-40 Se<;:tion 77 

"'! -

\\ 

PROCEDURE 

4. Retain one copy of the strip page 
in case questions arise. 

-
Microfilm each page of each instrument 

. - .. 
Send copy of film to Hall of Records. -
Ret.urn instrument to recording Rarty 
or where directed when the hard copy 
or film of the instrument is received. 

Prepare Report of Receipt and Distri-
bution of Recordation Tax on GAD 
Form C-5 and Transfer Tax on Pg- 2, 
Line 22 of GAD. Form C-3. 

F-IO 

" 
~ 

- .. ~ 
COMMENTS 

-
e) Some courts use the microfilm as 

a.permanent record; other courts 
use hard copy produced from micro-
film. , 

:) 

g) The or.iginal instrument can be 
mailed, or the recording party 
can personally accept delivery in 
t:he Clerk's Office'. 

h) The fir~t report shows the sale 
of Documentary Stamps, while the 
second report indicates collection 
of transfer taxes. 

NOTE: It is important to keep the 
instruments in the order in 'which they 
are received. The liber and folio 
numbers aid in maintaining the proper 
sequence. 

'. 

I \. 

-. 

" 
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Recording Procedure 
(ACM) Real Pr.operty Article, Sections 3-101--3-503 

DESCRIPTION FOAM 

Memorandum of Lease 

NO. 
STATUTE 

OR 
RULE 

RP 3-101 (3) 

PAoceDuAf 

F-ll 

COMMENTS 

NOTE; A party may prefer to record a 
Memorandum of Lease in lieu of a lease 
in order to reduce recording costs. 
The Memorandum contains the basic 
description of the lease. The record
ing party must sholO[ the Clerk the 
actual lease be fore the Memorandum 0 f 
Lease is recorded. 

NOTE: The Clerk must furnish a 
certified copy of any paper recorded in 
the Land Records upon payment of the 
proper fee. 

*Assess proper fee. (See page 
F-3S.) 
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Recording Procedure 
-:r~Cl<1) unifbrm Commercial Code 

-DESCRIPTION 

Financing Statements 

Requirements before 
Recording 

FORM 

6 

-----------~I;i-'-------------

~. --
:~\ 

NO. 

F-41 

STATUTE 
OR 

RULE 

Uniform 
Commercial 
Code 

~l;tic1e 958 
Sections 
9-401--
9-402 

" ". 

a) 

PRoeEDURE 

Check that the f.inancing statement is 
in printed form on white paper of a 
sufficient weight and thickness with 
not less than eight-point type and 
block letters that are clearly read
able. "~The f01:111 must have a top and 
bottom margin of two (2) in.ches and 
a one (1) inch side margin. 

b) Check whether Documentary Stamps are 
required. If stamps are required, 
assess proper taxes. 

F-12 

(> 

" ( COMMENTS .' 

NOTE: Financing Statements create 
liens on personal property (formerly 
conditional sales contracts and 
chattel mortgages) and are effective' 
for five (5) years and sixty (60) 
days from the date of filing unless 
SOoner terminated or continued. 

NOTE: Financing Statements are recorded 
by the Clerk when received by mail or 
personal delivery. ' 

b) *Assess taxes. The responsi
bility for determining the proper 
amount of Documentary Stamps lies 
with the recorder. (See page 
F-35.) 
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Recording Procedure 
(ACI'l) Uniform COllunercial Code 

DESCRIPTION FORM 

7 

Fees are Assessed 

NO. 

F-42 

I 

STATUTE 
OR 

RULE 
pRqCEOU~~ 

0) Check for signatures .of. 1) dElbtar and 
2) secured party. 

d) Examine subsequent papers for 
identifyIng number. 

Assess the prope!=, recording fee according 
to the following ~uides: 

1. Documentary Stamps, if required( 
far each $500.00 of the principal 
amount .of the debt ~~pured. 

('. 

F-lJ 

o 
V 
r 

cl 

d) 

COMMENTS 

If a Financing Statement is filE!d 
to perfect a security interestih 
COllateral already subject" to a 
security interest in another 
jurisdiction when braught into 
this state, only the signature .of 
thesecure~"party is required. 
Spch a financing statement must 
1) describe the original collat
eral and 2) state that the 
collateral was braught inta this 
state pursuant ta Sectian 9~306, 
if the security "interest in the 
.original collateral was perfected. 

Subsequent: papers include: 
1. Termination Statements 
2 .. Cantinuation Statements 
3. Amendnlent Statement!> . 
4. Assignment Statements 

*Assess proper fees. (See page F-35.) 

1. See local rate. 
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Recording ~rocedure 
(ACM) Uniform Commercial Code 

--~~~~~~~~~~~~T---~----~--~------~~~---------------------'-----------------------------------
STATUTE 

OR 
RULE 

DESCRIPTION FORM NO. PROCEDURE COMMENTS 

-------------------------4----~----~~------~------------------"----------------------~----~--------------------------------

Instruments Received 
for Recording 

2. F~nancing Statements covering -' 2. See Article 66~, Section 3-202 
(B); Article 81, Section 277 
(a); and Attorney General 
Opiniol1dated July 2, 1975. 

motor vehicle and other chattels -
that require Docurnsntary Stamps 
are given $3.00 credit on stamps 
if the instrument contains a 
typed Certificate of Payment of 
$12.00 to the Motor Vehicle 
Administrat,i(Jn (MVA). 

3. Financing"st~tements covering 3. See Na tural Resources Ar'ticle, 
Section 8-729(D): Article 81, 
section 277 (a) i and AH:orney 
General opinion dated. 'July 2, 

a boat that requires Documentary 
Stamps is q!,vsn $5 .00 ,credit on 
stamps if the instr~ment contains 
a typed Cerd,'ficate of Payment 
of $15.00 to t~e Dep~rtment of 
Natural Resources. 

4. Recording fee per page 
or any portion of a page. All 
'J'erminat.l.on, Amendment, ·Continua
tion Statements, etc., requir~ a 
recording charge. 

5. Indexing f~e for each 
debtor to be indexed. 

a) Record on the instrument the date and ". 
time (hrs/min) the instrument is 
rec(·;·~ved . 

J • 

F-14 

1975. " . 

4. A page is defined as one side 
of a leaf not larger than 8~" 
wide by 14" long, o.r any 
portion of it. 
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Recording Procedure 
( ACMI Uniform Commercial Code 

-~~~~~:!!:!!!......:::~~~~"":::'::~r--='--r--~::-:-~~--':"'---------------r--------"----------
STAo~UTE ' . fROCEDURE COMMENTS II DESCRIPTION FORM 'NO. 

RULE I 

-----------------~----~~--4_----~~~~--_t----------------~--------------------_r------------~--~---------------------I 

(j; 
(~ 

b) Validate the instrument for' 
- 1. Documentary Stamps, if' ;equired. 

2. Recording Fee. . 
Return receipt to recording party. 

c) Assign liber and fo~io qumbersi assign 
Identifying Number. 

,d) Index instrument alphabetic~lly under 
debtor's name on'ly; include tne follow
ing information: 
1. Debtor's name. 
2. Notation of secured party's name. 
3. Identifying number. 
4. Liber and, folio numbers. 
5. Da~e of recordation. 

F-15 

o 
U 

t 

b) Mos~ cOllrts use a cash register' 
system for validation. The 
receipt issued by the machine 
shows th~ total fee collected. 

NO'l'P.: ~ti:he close of each business 
day, the, machine totals are credited 
to the proper accounts, and the money 
is deposited in the bank. 

d) It i~ not necessary to index the 
instrbment in the name of the 
secured party. 

Leave adequate space on the index 
for noting subsequent assignment, 
termination, amendment, or 
release, 

,t':IQTIU The recording party may request 
th~t the Financing Statement be indexed 
in additional names. This request: may 
be written at the top of the instrument 
or a letter may accompany the instru
ment. The additional indexing alerts 
title searchers that there is a lien. 
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Recording Procedure 
(ACM) Uniform Commercial Code 

DESCRIPTION FORM NO. 
STATUTE 

OR 
RULE 

, ,.,: 

e) 

f) 
-,. 

-
MR1299 g) 

-

-

. 

, .. --........ ----'-~----~' 

I.' 

- ,-
~ .... --------.-----.----~---

. 
.' 

PROCEDURE COMMENTS 

~ *If indexing in tbe Land 
Records is also requested, charge an 
additional indexing fee per name. 
(See page F-35. ) 

Microfilm instrument. e) ThE instrument is microfilmed for 
the life of the instrument. Some 
courts mainta.i'n.);he .record on film: 

-. other courts 'lisE hard copy producEd 
.. from mic:.rofilm. .. 

Return original instrument to 
recording party. 

Destroy copies after the life of the g) See Records Retention and DisEosal 
instrument expires; .i&.., five (5) Schedule !:.655, 4. ~ 
years and si~ty (60) days. ' . 
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Recording Procedure 
(ACM) Corporations , Associations Article, Section 1-202 

.. Article 61 Section ~47B & 247C I -, 

STATUTE 
' , 

DESCRIPTION fOAM 1'40. pROCEDURE COMMENTS 
, 

OR , 
RULE i -- . .-

". 

Corporations Section -, .. NOTE": The Department of Assessments i 1-202(a) and Taxation accepts for record any I 

(1-4) charter document or any document I 
I 

designating 'or changing the name or ! 
address of a resident agent or princi-
pal office of a Maryland corporation. 
The department: , , 

1- Endorses date and time of , I,. 

acceptance for record of the J 
document. ! , 

! 

2. Records the document with its ! corporate records. 
! 

-.( 

.. - 3. Transmits papers to the Clerk ; 
of the CO!-lrt of the county/city i 
where the principal office of . I 

i 
the corporation is located. 

I 

;~ . 4. Issues a certificate stating , 
1) that the document has be.en I 
accepted for record by the 

I (jepartment and 2) the date and 
time of acceptance. 

- ! 
The papers are forwarded to the Clerk's ; Office for recording together with 'I 

the proper reco!=,ding fee. 
., See Article 61, flection 247(b) and 

Corporations and Associations Article 
() , 1-203. 

I 

F-17 
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Recording Procedure _ 
(ACM) Corporations & Associations Article, Section 1-202 

Article aI, Section 247B & 247C ., _ 
--------------~-~~~~------~----ir~~_,r_~~~==~_r--------~------------------------------------_,----~------------~--------------------------- ... STATUTE 

DESCRIPTION 

Instrument Received 
for Recording 

FORM NO. OR 
RULE 

a) 

PROCEDURE 

Record on the document the date and 
tilT.e -(hrs/min) the 'document is 
received. 

b) Validate the document for recording 
fee. 

c) 

i.\) 
i' 

As~ign liber and folio numbers. 
I,' 

Index the document alphabetically 
corporate name. The following 
information is usually included: 

1. Liber and folio numbers. 

2., Type of instrument (original, 
article of dissolution, amend
ment, etc.). 

3. Date of Recordation. 

by 

b) 

e) Microfilm document in preparation for e) 
inclusion in the permanent Corpora
tions Record. 

F-la 

I ... """ 

COMMENTS 

Nost court.s use a cash register 
system for validation. The 
receipt issued by the machine 
shows the total fee to collect. 

Soma courts use the microfilm as 
a permanent record; other courts 
use hard copy prod~ced from 
microfilm. 
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Recording Procedure 
CACM) Corporations & As,!!ociations Article, SectioR 1-202 

Article 8l,-oeceion 247B & 247C 

STATUTE 
DESCRIPTION FORM NO. OR PflOCEOU/1E 

AULI: 
. Section 1- .' 1;') R~turn document to tile corporation, 

202(b) ~t5 attof,]ey, or its agent'. 

g) Return receipt for fees to the 
Department of Assessments and 
Taxation. 

\ 

I F-l9 

o 
u ., ""."_'_" ___ ~" 

\: 

r;l 

. ____________________________ ======c~~ 

COMME1HS 

_. 

\~ . 

I , 
i , 

! 
I 

I 
, 

. I 

: ! 
i ~ 
I 
i 
1 ' 

I 

I 

: I I, 
j 
I 

I 
I 
! 

i: 
i! 

If 
" 
,I 
II 

II 
II 

1/ 
'f 

'f', [.
7" 

f 
r 
I 
1, 

~----. 

;,\,-. 

\\ 
" 

·iJ 



l 
, ! 
" I 

\ 

j 
II 
i 
I 
i 
! 

I 

I 
1 

L 

" 

" 
, . . 

',' 

Recording Procedure 
(ACt-!) Court!j; Article, Section 10-102 -, -

STATUTE 
DESCRIPTION FOAM. NO. OR 

RULE 

Partnershi2s 

-

Pees are Assessed 

. 
D0.cument Received 
fur Recording 

" 
~ 

11· 

(l. 
t' i 

' . 
PROCEDURE 

,-

Assess the proper recording fees according 
to the following guides: 

l. Recording .fee per page or 
any portion of a pag~ .. 

2. Indexing fee for each name 
to be indexed. 

a) Record on the, document the date a.nd 
time (hrs/min) the,document is r/,;cei ved_ 

\'0.., 
" 

I! 

hi if 
Validate the document foir the recording 
fee; return the receipt lito the record-
ing party. 

c) Assign, liber and folio number::s. 

F-20 

o 
\:J I 

" 

')1' 

-. 
COMMENTS 

NOTE: -'l'bese papers are transmitted . 
directly to the clerk for recording,. 

*Assess proper 'fees. (See page F-35. ) 

l. A page is defined as one side of 
a 'leaf not larger than 8-1/2"" 
wide by 14" long, or any port:!lon 
o.f it. 

-
: 

b) Most courts use a cash register 
syst,em for validation. The receipt 
issued by the machine shows the 
total fee to collect. 
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d) Index the document alphabetically by 
the partnership name. The following 
information is usually included; 

1. Name of partners . 
2. Liber and folio numbers, 
3. Date of recordation. 

e) Microfilm instrument for preparation 
of a permanent record. 

f) Return document where requested. 

F-2l 

d) Some courts also cross-index the 
document to each individual's name. 

e) Some courts use the microfilm as 
C\ permanel1t record; other courts 
use hard cbpy produced from fuicro
-film. 
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Recording Procedure 
ACM (1957) Article 2, Section 

DESCRIPTION 

Agency and Fac,tors 

Fees are Assessed 

'Document Received for· 
Recording 

FORM 

8 

l~ 

NO. 

-. . 

F-43 

STATUTE 
OR 

RULE 

Article 2, 
Section 18 

-,--

PROCEDURE 

,-

. ..- 00 

Assess th~ proper recording fees acco~ding 
to the following guides: 

1. Recording fee. 

2. Indexing fee for each 
name to be ,indexed. 

a) Record on the document the date and 
time (hrs/min) the documer,!: is 
received. 

b) Validate the document for the recording 
fee; return the receipt to the record
ing party. 

F-22 

COMMENTS 

NOTE: -'l!hese docUments are required 
to be recordeq by anyone engaging in 
a business under any name other than his 
her own name. The form designated for 
recording purposes (shown as FormJt8) 
must· be sworn to uItder oath before any 
officer authorized by law to administer 
an oath. 

*Assess proper fees. (See page F-35.) 

b) Most courts use a cash register 
system for validation. The receipt 
issued by the machine shows the 
total collected. 
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Recording Procedure 
ACM (1957) Article 2, Section 18 

----------~----------------y_--~y_--~or------~~_r-------------------------------------;-------,r-~------------------------~"--------.--------
STATUT:E 

OR ' DESC~'PTION •. FORM 'uo. W~OCEo.URE . COMMENTS:,"'''''' 
oi RULE '. 

-------------------------r----~-----~~~~--~~--------------------------------------~~------------------------------------

Limited Partnerships CA 10-101 

~) 
\J 

c) Assign liber and folio numbers. 

d) rndexthe document alphabetically by 
the trade name'. The following 
information is uS,~ally included; 

1. Name(s) of owner(s). 

!e 2. Liber and folio numbers. 
I"" 

3. Dat'e of recordation. 

Also cross-index to the individualiil' 
names. 

e) Microfilm document for preparation of 
a permanent Agency l!ecord. ': ' 

e) Some ~ourts use the microfilm as 
a perman~nt record; other courts use 
hard coPY, produced from microfilm. 

f) Forward original document and $5.00 
check to; ." 

Department of Tax'qtion & Assessments 
301 West Preston,St.l:'eet 

:,13altimore, Maryland 21201 

i' 
F-23 l 
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NO'i'E; These papers are transmitted 
directly to the clerk for recording .;' 

'~·(i 

1 
I 

r" 

')' 



r-n 
r I 

l , 

Recording Procedure 
CACM) Court~ Article, Section 10-102 

; . .. . ~ . . ' .~ -. . -
STATUTE - . 

COMMENTS DESCRIPTION FORM NO. Of! jlROCEDUAE 
RULE 

" 

-- - -. -

Fees are Assessed Assess the proper recording fees according *Asse~s proper fees. (See page- F-35.) 
tg the following guides: 

1. Recording fee per page or l. A page is defined as one side of 
any portion of a page. a leaf not larger than 8-1/2" 

l)" I 

t 

r 
wide by 14" long, or any portion i 

- of it. 
2. Indexing fee for each name' . to be indexed. 

Document Received a) Record on the document the date and 
for Recording time (hrs/min) the document is received. , 

-,' 

b) Validate the document for the recording bl Most courts use a cash register 
fee; return the receipt to the record- system fqr validation. The receipt 
inq party. issued by the machine shows the 

total fee to collect. 

c) A:ssign liber and folio numbers • 

. 
F-24 
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Recol~ing Procedure 
(heM) Courts Article, Section 10-102 

DESCRIPTION 

o 
(.; 

fOIlM NO. 
STATUTE 

OR 
RULE 

PROCEDURE 

dl Index the document alph~be~~cally by 
the partnership name. The follo~ing 
informatioq i~-usually included; 

l. 
2. 
3. 

Name of partners. 
Liber and Eolio n~~bers. 
Date of recordatiQ~. 

e) Microfilm instru~ent for pre~ara~io~ 
of a ,permanent recor~. 

f) Recurn docc~enc ~here requested. 

.F-25 

'i' :; 

o 
V 

t 

COMMENTS 

dl Some coures also cross-index the 
docu~ent ~o eaCh individual's name. 

e) So~e co~r~5 use the microfilm as 
a FE.r::-.ar.e:-.:: r",cordi other courts 
~I~ ~ard CO?Y produced from micro
fils:;. 
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Recording Procedure 

.lJ 

.. J 

~A=C~M~(~1~9~5~7~)~R~,e~a~l~p~r~o~p~e:r~t~y~A~r~t:L;'c:l:e~~r-__ ~ ______ r-__________________________________________ -r ____ ~.~ ________________________________ . ____ _ 
·STATUTE 

OR 

RULE 
DESCRIPTION 

Plats 

() 

ill S~bdivision 
Plats 

., ,. 

FORM NO. 

RP3-l08-
3-304 . 

.!/ 

I' 

PROCEDURE 

Plats are divided into three (3) 
cate~ories: -

'I Subdivision Plats 

'2' State Highway ~lats 

'3 Condominium ~lats 

. 

F-25 

" ',I 

/ \' 

.. " '.' COMMENTS 

~OTE: Plat must be drawn to scale, 
sh9wing all courses and distances and 
indicating north arrow designated 
ei',cher true or magnetic meridian. 
Thie plat is drawn ·on linen sheets con
ta:'ining a certification that the 
r~quirements of subsection (10) of 
Spction 3-108 have been complied with. 
Tinis certification' is usually stamped 
9Y the owner of the property . 

NOTE: Some counties accept mylar 
film instead of linen plats. 

.~ . 

f 



\ 

---------~.;;..,.,--~---, ~> 

Recording Procedure 
ACN (1957) Real Property Article 

------..:.-...:-~r_-r__-y__-~=___r_---------------;-. ,------:--::;_:---:-. -=-. -~-~'-:---:----- _. -.-
STATUTE 

OR 

RULE 
DESCRIPTION FORM NO. 

_,.:..0. 

PROCEDURE 

a) Collect a fee for each set of 
plats; return receipt to the recording 
party. 

b) Fasten one (1) copy of each plat 
describe4 under Section 3-108 in a 
plat book or record the plat. 

c) Index the plat by the name of the 
subdivision. 

d) Forward one. (1) copy of each plat to 
the Supervisor of Assessments of the 
county. 

~'-27 

___ ......... __ ;~\.....J 

'" 

COMMeNTS 

~ The f'ecording party deilivers 
three (3) linen copies of th~ plat to 
the Clerk for recording. In every 
jurisdiction except Caroline County, 
each plat must be sign~~ and sealed 
by a registered lan4 surveyor, See 
Section 3-108(e-i) and public local 
laws for other local exceptions. 

a) *Assess proper fees. Nothing in 
this section affects any recording 
fee of the clerk under any local 
legislation prescribing recording 
fees for subdivision plats. 
(See page F-35.) 

c) Some courts use a book index; 
other courts use a card file index. 
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Recording Procedure 
ACM (1957) Real Property Article 

DESCRIPTION FORM NO. 

Ii; 

PROCEDURE· COMMENTS 
STATUTE 

OR 

RULE 
----------~----------~---~----_r---~~--_+----------~~------~-----------------~---.-------------------~--------------

~2 State Highway Plats RP 3-109 

. 

- <. __ ' ___ u. ~ ,-,t .. -

,:1 

'-, 

e} Forward one (I) copy of each pla~ to 
the Archivist of the Hall of Reo.ords 
with one-half of the recording fee (in 
check form). 

a} Place the linen-backE,!d or other durable
backed copies of pla~~ £n a looseleaf 
book. . 

b} Index the plat by the name of the road 
or job or'acquisition number. 

c) Collect filing fee for each plat; 
return receipt to recordiI1g party. 

F'-28 

'.""'. 

e} Plats and fees are usually submitted 
monthly. 

~ These plats, also usually inade of 
linen,show property or rlght-of,-way to 
be acquired or conveyed by the State 
Roads Commission and the State Highway 
Administration. ~'1hen filed and indexed, 
these plats constitute a part of the 
Land Rec9rds of the CQunty in which they 
are filed. 

b} Some Gourts use a book index; other 
courts use a card file index. 

c) *Assess proper fee. (See page F-35. j 
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Recording Procedure 
ACt-! (1957) Real Property Article 

------------.--------~\--r_--_,---~_y~~~~~_r------------~~~.~.-------------~'~---~.-----,--------------------------------.-'-------,. 
I STATUTE 

OFi 
RULE 

DESCRIPTION FORM Nfl. PROCEDURE COMMENTS 

---.-~--~.----_r--;_~-T_~~_1----.------------------~--+---~-,------------.--------

#3 Condominium Plats 

, ., 

, 
'-.J 

llPll-105-
11-117 

F-29 

NOTE: When the declaration and by-laws 
are-recorded, the developer: must record 
a plat in the condominium name ~h.ich 
inclUdes the following: 

1. 

'1 ... 

3. 

Jl 

A survey of the property 
described in the declaration 
showing the location of all 
buildings on the property. 

Diagrammatic floor plans 
of each building showing 
the approximate dimensions, 
floor area, and location 
of each unit in each build
lng. Common elements shall 
be shown diagrallunatically 
to the extent poysible. 

The elevation, or average 
elevation in case of minor 
variances, above sea level, 
or from a fixed known point, 
of the upper and lower 
boundaries of each unit 
delineated on the 
condominium plat. 
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Recording Procedure 
AC~. (19?7) Real Property Article ., 

---------,..---r---r--~-_:_=_.....,.....------=-------------_.-----------------_.". 
STATUTE 

OR 
RULE 

DESCRIPTIO~ FORM NO. PROCEDURE; 

r_\ 

" 

F-30 

COMMENTS 

~. Designation of each unit 
on the plat by a letter 
or n4mber, or a combina
tion of them, or other 
appropriate designation. 

S, Engineer's or Surveyor's 
- certificate .by a civil 

engin~er or a licensed 
land surveyoF authorized 
to practic~ his/her pro
fession in the state . 
The certificate states 
that 1) the plat, together 
with the applicable wording 
of the declaration, is a 
correct r,epresentation of 
the condorqiniul\l described, 
and :0 the <1.dentification 
and l:ocation of each unit 
and ,!the common elements, 
as const.nlcted, can be 
determined from them. 

NOTE: The recording party delivers 
~ enr,ee (3) linen copies of the plat to 

the Clerk for recording. 
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Recording Procedure 

DESCRIPTION 

ACM (1957) Real Property Article 
-=.:.:.......:.:.=..::..:-=--==:.....:...::..::.:.::~==~-r----::-=:-:::::::--r----:.-:-. ~----~----.-'--____ ~ _____ .... 

STATUTE 
OR 

RULE. 
fOAM NO. PROCEDURE 

RP J:"108(d) a,! Collect a fee for eac!l set_ of . 
plats; return receipt to U~e recording 
party. 

b) Fasten one (1) copy of each plat in a 
plat book. 

c) Forward one (1) copy of each plat to 
the Supervisor of Assessments'of the 
county. 

d) Forward one (1) copy of each plat to 
the, Archivist of the Hall of Records 
with one-half of the recording fee (in 
check form). 

F-ll 

o 
1,.J 
r 

,: 

-- "~-'-.--"" 

COMMENTS I 

a) *Assess proper fees. Nothing in 
this section affects anY recording 
fee of ~he clerk under any local 
legislation prescribing recording 
fees for subdivi,sion plats. (See 
page F-35~) , 

Plats and fees are usually submitteq 
monthly. 

NOTE: The Master Deed to a Condominium 
~corded in ~hg Lqn~ Records. As 
units are sold, they are recorded the 
same as a deed to land. They are 
indexed also in the nan~ of the Grantor 
and tbe Grantee. *Assess indexing fee 
per name to be indexed. See Land 
Records. (See pa';1e F-35.) --

~ If there is a lien against a 
condominium unit owner, index under 
the Grantor only. 
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Recording Procedure 
(ACM) C.J. 11-203; 2-502 

MR H 

DESCRIPTION 

Bonds 

", 

FORM NO. 
STATUTE 

OR 
RULE 

-,-

,.,.;-~-~ 

PROCEDURE 

a) Record on the. documents the date and 
time (hrs/min) the documents are 
received. . 

bl Collect fee for recording. 

COMMENTS 

NOTE: Two papers'are received for 
recording: -

1. Power of Attorney 

2. Bond_ 

b) *Assess reco:r:ding fee. (See page F-35.) 

c) Validate the documents 'for the recording c) Most courts use a cash register 
fee; return the receipt to the recording system for validation. The receipt: 
party. issued by the machine shows the 

total fee to collect. 

d) Assign liber and folio numbers. 

e) Index the documents alphabetically by 
the name of the bonded person in the 
.Bond Index .• 

f) Microfilm document for preparation of 
a permanent Bonds Re~ord. 

g) Return the bond to the bonded individual 
unless state or local law requires 
otherwise. 

f) Some courts use the microfilm as 
a permanent record; other courts 
use hard copy produced from micro-
film. . 
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Recording Procedure 
(ACH) Article 33, Section 17-5 

, , 

i\' c::::.;, 
. !I 

I 

it 
--------.----r--..,---:-=:-::==--..--:.:...----:--...:.--.:....~-~. 'r-~---;;----;-~------'" . . ~ 

STATUTE 
OR 

RULE 

I 

DESCRIPTION 

Election Return~ 

C, 
\~-....-,--

FORM NO." 

Article 33, 
Section 17-5 

-
PROCEDURE 

~) Record on the papers the date and time 
(hr~/minl the papers are received. 

~) Assign liber and folio nUmbers. 

p) Index the papers alphabetically by tht:\° 
name of the candidate. The followi~g 
information is usually included; 

1. Date of recordation. 

2. Liber and folio numbers. 

~) Hicrofilm papers. 

F-33 

o 
, ) 

\ ___ 0 

{' " 

COMMENTS 

~ ~rimary and General Election 
Returns are recorded in the Clerk's 
Office by the Board of Supervisors 
of Elections. There is no cost for 
recording election t'eturns. 

d) Some courts use the microfilm as 
a permanent record; other courts 
use hard copy produced from micro
film. 
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Recording Procedure 
(ACM) Article 33, Section 17-5 

_. 

DESCRIPTION 
STATUTE 

FORM NO. OR 
RULE 

-, e) 

,. 

'. 

I, 

" 

" ';:;:;;;;::::. ":;;==:;-;----::= 

". 

-'--~ -.,;~--~---------------

r-1 
' .. ~./ 

.. . 
, , 

PROCEDU~E 

Return election returns to the Board of 
Supervisop; of Elections. 

.. 

)) 

'. 

" 
F-34 

\. 
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NOTE: If --
proof that 
to porrow 
'certified 

.~' , 

I I 

a 
a 

" 

COMMENTS 

lending agency 

o 
\~ 

needs 

county has authority 

-

money, the ·Clerk fon.,rards 
copies of these returns. 
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COST SC~EDULE 
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SCHEDULE OF RECORDING FEES it CHARGES 

Recording in Land Records 

Indexing 

Recording Short Release or Assignment 

Indexing 

Recording Financing Statements 

Indexing 

Terminations, Continuations, Amendments, etc 

Recording Partnerships 

Indexing 

Recording Bonds 

Indexing 

Recording Ag'ents & Factors 

Indexing 

NOTE: In computing, indexing cost, husband' and wife are,~ 
count~d separately. 

Recording Plats - (Sub-divl"sion or Condominiuu"1 
County/City Charge 
,(State Roads Plats) 

F-35 

... 

t 

= 

per page 

per name 

per name 

per page 

per Debtor 

per page 

per name 

per page 

per name 

_'per name 

$3.00 

1. 00 

3.00 

1. 00 

3.00 

1. 00 

3.00 

3.00 

1. 00 

3.00 

1.00 

10-.00 

1.00 

5.00 

1. 00 

o 
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Schedule of Recording Fees & Charges (continued) 

Recording Corporations - 25% of the fee for Charter Document 

For each change of address or resident. agent 

For each consolidation, merger, sale, 
lease, exchange pr transfe~ 

NOTE: Local Recorc,iation Tax -- see Article 81, Section 277(_). 

State Transfer Tax -Computed at the rate of 1/2 of 1% of consideration 
__ paid or to be paid. 

County/City Transfer Tax--Computed (~t :rate of 

Documentary Stamps - Instruments conveying title to property- local rate 
for each $500.00 or fiactional part of 
consideration paid or to be paid. 

Block System Recording 

I.nd.exing 
Additional Blocks 

Instruments securing a debt - local rate for 
each $500.00 of the principal amount secured .. 

per block 
per name 
per name 

Certified copies of Land Records 
plus reproduction 

F-36 
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.50 

1.00 

1. 00 
LOO 
1. 00 

3.00 
charge 
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Form #1 

OF MORTGAGE OR DEED OF TRUST FROM ................. :.·················· .. ···· .. ····· .. ·· ..................................... " .. _ ............... " .................... . 
'-' MOR1GAGOR(S) 

TO ......................................................................................................................................................................................................... AS RECORDED IN 
. MORTGAGEE(S) 0L'l TRUSTEE(S) 

LIBER ........................................ NO ............................................ FOLIO .............................. · .... · ... .. 

SHORT RELEASE RECEIVED FOR RECORD 

THE LAND RECORDS OF 

MAIL TO: 

5000 \t·76 

: 

~. & RECORDED IN 

Form #2 

OF MORTGAGE OR DEED OF·TRUST FROM ..................... ··· .. · .. ·· ...... ········ .... · .. · .. ·· .... ··· .. · ................... __ ._ ... _ ....................... : ....... _:_ .. 
• MORTGAGOR(S) 

TO ............................ _ .. _ ..................... _._ ............... _ .................................................................................................................... AS. RECORDED IN 
MORTGAGEE(S) OR TRUSTEE(S) ;;. 

LIBER ........................................ NO ............................................ FOLIO ......................... ;; ............. . 

SHORT ASSIGNMENT RECEIVED FOR RJ:;CORD 
M. Be RECORDED IN 

THE LAND RECORDS OF 

MAIL TO: 

\' 

\ 
F-37 

" '''' ' . - - . 

\ 

(I 

}~~ME~! 

( I Deed 
( ) Deeel of Tru., 
I ) Mortl/al/e . 
( I Lea •• 
I ) A.(reelllenlo 
, ) CO"lOnan!. 
( I Ea.mene 
( I Au'lnment 
, I InquultloQ 
I ) Mechanic. Lien 
( ) Declarallon 
f ) Option 
( ) Bond 
( ) Pall/or of AUorno;' 
I ) PI" ' 
I ) Lan. Release 
( ) IIhQrt Relea .. 
, I ~~r~lal Relea .. 
I ) ~nc AI.II/nment 
( ) Short Asalinment 
( ) . . . 

FORM #3 
. !Jt;!~ 

{ I .l"lna~ce Statement 
( I Contln,..Uon 
( I Termination 
I ) A. .. ll:nment 
( ) Amendment 
( I CoUateral n~IIO". 
\1 __ -

1977 
Instrument 

Receipt 

Circ'!lit Court For 

OVER. 

F-38 
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GAO Form C·5 
Rov. 9(15 STATE OF MARYLAND 

COMPTROLLER OF THE TREASURY 
GENERAL. ACCOUNTING DIVISION 

.ANNAPOLlS, MARYLAND 

FORM #4 

REPORT OF RECEIPTS AND DISTRIBUTION OF RECORDATION TAX 

MONTH OF _________ 19, __ 

(City' or County) 

TOlal Paid to State 

Total Groll Receipts $ $ 

Lass Refunds 

, 'Total Net Receipts 

Leu ,Commiuions 

Total Oiatri,buted $ $ 

Signed _'---:"--~:-7-:-------
(Clerk) 

COMPTROLLER'S REFERENCE 

Dote ____ -:-___ 0.....-__ Amount ________ ~ __ -------

Paid to County 

$ 

$ 

. (Date) 

Warrant Number __ ...;.. ___ _ 

Article 81, Sec. 277 of tho Annotated Codoof Maryland 

F-39 

.,'-,.-,.-. ..-- ..... -::--.', 
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GAO Fa,m C··3 
R ••• ud 7/69 

STATE OF MARYLAND 
Comptroller ol'he T leu.ury 

General Oepartinent, P. O. Sax 466 
Annapolis, Moryland 21404 
p" , 

MONTHL Y ~EPORT OF STATE LlCI:NSF.S 

,--.. --,--~~-~""""'-~.;;;.-;;---:-::- -

Pogo I. 

From _________ .~.,;;_. ______ , _____ _ C/",k 01 ________________________ _ 

{Nain_ 01 CI.,b.! (Cou.') 

'lor ______ ....... ______ ...._----- MO'.IIIo, 01 19 
(Cuy ul CuunlyJ 

STATEMENT or At L ~UMS 01- MONI Y III I "V' /l I (JI~ ANI' WI AI • OliN I 11/ 111/ :.1 A II UI MAli YI ANIlI IWM.J III ~UUI/ClS LISTED • 
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GAO Fa, ... C·3 
R..,ia.d 7/69 

RECAPITULATION -_.- _. .- .. -

Po;. 2 

-- ~~t GROSS NET CLERK'S !\ 
)(INO OF LICENSe, ETC. RECEIPTS REFUNDS RECEIPTS COMMISSIONS 

I 
NET TO STATE 

(l) (2) (3) (4) (5) 
) 

.. - .. ' - .. -. 

l'~-
=..-"'- f'= ~.:.....z':;:":'."-' 

1- AMUSEMENT I 
I I 

I 2. CIGARETTE· SPECIAL RETAILER I I 
'. 

3. CUMMERS XXX XX 

I 
I 

I I 4. CloAM DEALERS I xxx XX 

S. CRABBERS I XXX xx -+ I'HAa DEALERS I ---_.-. ----.--- .. - -_. 

I I .. DREDGING ·~CDIJNTY \itA TERS XXX XX : 

I 
I 

lit DREDGING· CHESAPEAKE SAY i 
7r: DREDGING· WICOMICO COUNTY 1 
!S. JUNK CEALER XXX xx 

I ,. MUSIC BOX , 
.-1-" - ---'--' '" 

I 'I. PAUl REAOER : 

t. STORAGE WAREHouse 0 r- - - ../ 

'J. TONGING XXX xx 

I. TRADING· STAMP COMPANIES I 
" 

l. VENDING MACHINE 

Ii' , 
). 

'. -. , 
TOtAL LICENses 

.1 

PENAL TV ON LICENSES I ! , - - .. .. -- ... ... •• 0 • .. .. .- - --~~ I TOT AL LICENSE AND PENALTY 
. 

3" COMMISSIONS ON LOCALL Y SHAREO 
(Fa,,,, C~, Po,. I, Col (4), t.,in. 26) xxx xx I XX),; XX 

; 

HOT ARY COMMISSIONS .. - "._-- -. - -

I 1 
-

STATE TRANSFER TAX ~ .. 

• GRAND TOT.AL :, 
I =- ... - ..... __ ._- ---- .. === = 

FUNDS APPROVEO UNOER AUTHORIZATION NUMBERS: 

.,.d ,hi. ___________ day 01 ___ _ ________ 19 _ 

-----~-...... """""'"-========-. =-.. "-" .~ .. ....:.-"--"'.-~ .. '"'" .. "-=.-•. -- .. -- .-.=.....::===-........ ~.,-"""===== 
COMPTROLI.ER'S REFERENCE 

'. --------------- Amount$ __ ~-----------------
Warrant Numboa, _______ . 
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FINANCING STATEMENT ''''kl.vee·, ldenti/ylr.g Pile N" ___ _ 

ALL INFORMATION MUST OE TYPE\'IRITTEiI OR PRIIlTED IN 1Nt\. SIGNATURES MUST BE IN INK. 

Iff ttanl&CliOD or tnn ... ction ... hoUy or portiolly subject to reconla· 

l~n ..... ladi,.t. amuunt 01 La&.bl. deb, hue' 

If this Itatomen' i. to be lecorded 

In I.ml Iccold. (hecl< hOI.. 0 

This IInllnclng' atatement Dntea.d ____ _ 
UniCo"n Commen:11I1 Code. 

I. pr.Hftnloc! to • rtUnlr officer for nliDlr JIU"'U~II~ t.o ~h. 

1. DEBTOR 

Nam~~ _________________________________________________________ _ 

Add~a'L· _____________________________________________ __ 

2. SECURED PARTY 
NameL-_______________________ . 

Ad~.L· _______________________________ __ 

Poraon And Addn!s. To Whom Statement Ie To Bo Returned It Dlllerent From Abo~e. 

s. Maturlt7 date ot ~bUII:.tlon (Il .. ny)_---. ________________________ _ 

4. TIll. ftnancmlt .tatement coven tho foUowlng' tr,>ea (or Items) ot propar;t71 (list) 

CHECK 181 THE LINES wmCB APPLY 

L C (It coll~taral hi crop.) the .bon deocribed crops are il'Owing or .. ~ to be ~wn on: (d.ocrlbe .... 1 e.tata) 

o (It· coll.teral I. ioods which ..... or are to become tlxtu~.) Th. lbon dexrlbcd !rOods era aJI1z.d 0. to 
be alllxed to: (deecrlbc reel ostato) " 

C (Proceed. at caU.taral ,,~ also co .. ~d) 

o (Producta at coll"taral are ;.110 coyorad) 

(Slpltur. at Dobtor) 

'i'1pe or PrInt Abov<l Slfrllatura on Above Line 

\\ 
--------~(S~'I~p-.~ru-r-e-ot~D~e~b~to-r~)---------

'i'1pe or Print Abon SIIrNltuN on Abuve Line 

F-41 

(SlgiI .. tur.l 01 Secured Patty) 

Type or Print Above N~m. on Abave Lin. 
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FORM #7 

UNIFOltl\1 COflll'l"mitClAL C,)DE 

STATEMENTS OF CONTINUATI0t:T, PARTIAL H£LEASE, ASSIGNME~T, ETC'. 

TlllS STATEMENT REFERS TO ORIGINAL :;TA'l'EMEl'l'l' 

RDII No, _________ _ 

Irlo:ntificlLtion No. __ _ 

1. Do:btor(li) 

~~~'i~!J.l\! 
" .. >:::~, -

. ..,... .r -. -----~~- - . --

// 
,I 
II 
,I 

'<~ 
.~\~, 

""'~~-,-
\.'-.. 

----_._jI 
2. S.:cured Pllrty ',\.. 

'~~ 

Adlh'I!II_SLrc"t Nu .• City - LuUUlY 

S. MlAturity .Dato: (if uuy ) ________ ~------ -----

A. COIlLiuu:.Luu" ............................................ 0 II. I'arlial Itd.,u .. ., ........................................... . 
1,','11'" thl' cullatcl'lll d. ,·riLed .ill t!", linallcj.,.! 
!ilal~'lI":Jlt hcariJ1~ t.1.. lile (lulJll, .. ~r shu\\,,, 
u[,u\'''' th" SIlCU1·"J l':.,'t)' (I:lcu:;"" th.: 1ullu\\' 
ill!;: 

.' The. urill'inul linuncinl: :ltuLelll"nL L"Lwl'''u 
tho: for"l:oinl: D"Ltor and ~"curl!d Pucty, 
bl!urinl-:' thl! tile: I1l1mb"r :lhuWIL abuve, I:; 
litill 1!U'l!ctivl!. 

C. A,..ignment ................................................................... 0 
Tho: :;I!curo:u Purty co:rtiliO::I thaL till: S':CUI·CU l'al'Ly hU:l 
u:I:lil:lI&'u L .. Lhe A:lsil-:'n"" whu:!e 1I:.I.IlIe auJ adure:!:! is 
"hu\yn IJdow, Secureu l:'UI'LY", ";J.:ht.:i under thu liuulI':' 
iill: :lwtl:nllmt uo:arillll' Lho: I. j ~ IILlULU"I', ::;huw II alJuve in 
tho: tulluwilll:' pr!.llJ':rty: 

DuL"d: ___________ _ 

U. Olher: ......................................... .. 
(InuitaLe whdh"l' lJ.llh:nJlfiullt, ~c, U:I': 
;Iutiuu, c:tc.) 

. ----~~---~ _. . ,--'" ------ .... 
Sq.:UUlU1"l' \.I .. :.":t.~ur..:d ~ '::.fl:,' 

~- _. -- --"-_.. -" --.... - .. _, -. ' 

Type ur Print ll!.l·! .. dlf T!!!'l,: Ii l."I!II!* .• J./ 
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FORM #8 

State of Maryland, C ----- of ss: 

I, or we, hereby certify that 

residing at --------------~---~, 
is, or are, the 

owner, or owners, of the businees oi 
located and conducted at 

in the city, or town, of -----__ ~ ___________ , in the 
county of 

in the State of Maryland, 
in the name, or under the sty Ie, ti t}.e or 'designation of 

(Siqned) 

Sworn to and subscr1ibed br'f-o ... -c ... me this ___ day of 

19 

(O.fficial title) 
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Forms List 

LICENSES 

1 Marriage Application face side 

2 Marriage Application reverse side 

3 Marriage Certificate 
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Licenses Procedure 
ACM (1957, Articles 62, 66C 

DESCRIPTION FORM NO. 

Marriage Licenses 

G-6 

H II 

~ ,,-----
'.! 

STATUTE 
OR 

RULE 

Article 62, 
Sections 6 
and 7 

Section 9 

-,,-- .,-._r .... __ ~-~-~---..---~--

~----~------------.----------~~-=~~ 

a) 

PAOCEPURE 

Complete ~arriage application form 
by questioning one of the contracting 
parties under oath. . G-l 

o 
,"-.) 

t 

r.r 

j;OMMENTS 

~: ~~plicationsrfor a marriage license 
are' issued from the Cler~'s Offic .. during 
regular business hours at least forty-eight 
(48l hours prior to issuance of the mar
riage licen~e. This time. period may be 
waived by a Court order, if one of the 
contracti~g parties is a resident of 
Maryland, or either of the contracting 
parties is in the military. Applicants for 
a marriage license must be eighteen years 
o~ age'or over to obtain a license without 
parental consent. 

~nt Requirements 

~. OVER SIXTEEN --The consent of the 
parents or guardian and/or positive 
physicial certification of 
1) pregnancy or 2, birth of child 
is required. 

2. UNDER SIXTEEN --Consent of parents 
or guard Lan and positive physician 
certification-Df 1) pregnancy or 
2) birth of child is required. 

NOTE: Certifications of physicians 
are placed in a sealed envelope, attached 
to the license copy, and filed. Seal-
ed certifications are not to be opened 
unless ordered by the court. 

a' Both contracting parties may be 
reqUired to appear before the 
Clerk in SOme jurisdictions. 
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Licenses Procedure 
ACM (1957) Articles 62,66C 

DESCRIPTION FORM 

2 

-" 

NO. 

G-7 

STATUTE 
OR 

RULE 

Section 2 

OATH: 

~,P) 
(\ "'. 

PROCEDURE 

DO YOU SOLEMNLY PROMISE AND 
DECLARE THAT YOU WILL ANSWER 
ALL QUESTIONS TRUTHFULLY PERTAINING 
TO YOUR APPLICATION. FOR A MARRIAGE 
LICENSE? Q 

G-2 

COMMENTS 

() 
, \ 

i 
./ 

NOTE: Questions to the applicants 
iiiaYTnclude the following: .• - -

1. will the marriage take place 
i~ this county/city? 

2. Are the applicants residents 
of the State of Maryland? 
(Used to determine fee.) 

NOTE: Section 2 establishes which 
kindred relationships are permitted 
to marry. Additionally, applicants 
must be of opposite sexes to' obtain 
a marriage license application. 

NOTE: The reverse side of the 
iiia"rrTage application includes a 
section for: 

1. Clerk's Certificate of 
Minister's Marriage Retu~n 

2. Consent of Parent or Guardian 
3. Order of Court (Waiving 

Forty-Eight Hours Waiting 
Period) 

.,--, 

~' , 

n 
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Licenses Procedure 
ACM (1957) Articles 62 f 66C' 

DESCnlPTlON FORM NO. 
STATUTE 

OR 
RULE 

LicenSe 3. G-8 Sections 4, 
6 and 7 

Section 3A 

Section 8 

U 
Sd::~~-·..c.~-----

.J,:: 

'-, 

b) 

c) 

d) 

'e) 

rAOCEDUR~ 

Obtain signa'tures of contractifl9 
parties on application form. 

Issue license after forty~e:tght hour 
waiting period, by mailing or deliver
ing the license to either one of the 
contracting parties. Do not give the 
license to any other persoQ. 

Collect appropriate fee. 

Maintain a suitable well-bound book 
titled "Marriage·Ll:cense Book." 
Included in this book will be; 

1. 

3. 

Record of the issuance of the 
application. 
Record of the issuance of the 
marriage. license. 
Record of the certification of t~e 
performance'of t!le ceremony by the 
minister" pr clerk or deputy clerk. 

G-3 

o 
() 

\ 

COMMENTS 

c) Pre-numbereq Narriage License forms 
are supplied b}' the State License 
8~reau and are valid for six (6) 
~onths from the date of issuance. 

d) ·A~sess ~raper fee. 

NOTE: Ministers and Clerks, or Deputy 
C~erks of Court if designated by the 
resident or senior judge, are authorized 
to solemnize marriages. If a Clerk or 
Deputy Clerk of Court is designated to 
perform a marriage, the resident or 
senior judge shall also designate the 
1) time, 2) place, and 3) form of 
marriage ceremony to be: performed. 

e) A "Foreign Marriage Record" rna}' 
be separately maintained. 

-', 

" 
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Licenses Procedure 
ACM (1957) Articles 62, 66C 

DESCRIPTION 

Department of 
Natural Resources 
Licenses 

FORM NO. 

\\ 

STATUTE 
OR 

RULE 

IArtj,cle 66C 

~ ,~, -~ .. -~------------~---

PROCEDURE 

f) Index namescf cqntracting parties in 
front of the Marriage License Book or 

- in a separate book or approp~i-ate 
index. 

g) Check·unused licenses periodically and 
notifycontracting parties. Request 
the parties to advise him/her of the 
marriage, .if any, so that the Clerk 
can obtain the minister'~ delinquen£ 
certification. 

G-4 

" 

COMMENTS 

NOTE: Article 66C authorizes the Clerk 
to:L:Ssue a number of permits and 
lic~nses for the Department of Natural 
Resources. These include: 

l~ Hunting Licehse 
2.;, Anglers Liceinse 
3 .. Duck Blind License 
4..Big Game, Waterfowl, and 

'l'rout Stamps]. . 
5. Cz:abbers and Tongers appU.ca~ 

t.i.ons and temporary permil~s. 
}i 

These form:s are supp'llied by the .;1 
Department.of Naturall Resources a.nd 
change periodically,. The forms,.' 
therefore, \lre not l~ncluded in tJ?is 
manual. '. 
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Licens':lS Procedure 
ACM (1957) Articles 62, 66C 

NO. 
STATUTE 

DESCflIPT!ON FOAM OR 

RULE 

a) 

!, 

b) 

.. 

, . 
. " 

", 

" 

Pf\OCEPURE 

-
Ascertain information. needed to 
co~p12t~ the 
form. 

applic~ tio!1 or licens(:l 

Assess and collect appropriate fee. 

-

G-5 

o 
() 
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.- " ... 

r 
[h ~~ '==_"'",,=.~"" 

" \\ 

COMMEIHS 

b) *Assess proper fees. Application 
and license fees vary from one 
jurisdiction to ano.ther. and are, 
therefore, not included in this 
manual. 

., 

o· .~ 

'1 

".'~ 
t 

',I J 

r 1 
I,~ 

o Il .' ' 



-.--~---

" 

('" 
~' 

.~-----.-

.' 

Form #1 

Application fer Marriage License No. __ ...-.....:...~ Marriage 
License No, _____ _ 

~tau of ~arylanlJ, in mit: 
TO THE CJ,ER'K OF THE CIRCUIT COURT FOR MARYLAND 

I hereby malee application for a Marriage License to be issued in accordance wiUl the Act of Assembly 
in such cases, made and provided, end do make the following statemer;ts under oath, to wit 

Groom's Name ________________ ... Agl"! .... ______ --....Birthp1ace--'~. _____ _ 
(Side) 

Groom·sResidence _______ ~~~--------------~~------~~~-----~--------
(Street) . (City) (County) (Slala) 

Groom's Maritcl Statu~~ _______________________ ~~ ___________________________ __ 

Bride's Name"'-___ --,.-. . ....0.-.;,-_-----. ..Age, ______ --IJB,irthplace' _______ _ 
(State) 

Bride·~Re~denc~e _____ .~ ____ ~~--------______ ~ __ - __ ~----------------------
(Street) (CIty) (COu."1ty). (State) 

Bride's M~tal Statu,..,s... ____ ----...----------------_____ .--__.....-

Bride's··relationship to Groom if any. __________ -:-=--:-~:_._:___::__:__---------
(State RelatienahJp) 

Name of. Person. conSenting. if Groom is MinOl:-:-___ ~~------------------------

Name of Person consenting if Bride is Mi:nor. _________________ --: ____________ ~---
. . 

------~~~----~-----------------~Appllamt 
(Must be en. of the c:cntrccting partie~) 

Sworn to and subscribed before me thu .... s>..-. _______ .... day o£'-_____ ~_ 19 __ aL __ ....J,.Jo·c1ocL..M.· 

-,-----------..,:".,---
qlerk of the Circcit Court for 

License issued on th ... e ____ ,day 0'1..£ _________ 19_ot ___ ,o'clocL..M. 

G-6 

Form #2 

CLERK'S CERTIFICATE OF MINISTER·S l\fARRIAGE RETURN 

On thg,e ___________ day 01...£ ____ 19 __ the above named parties were united 

mmaMiagem~ ___________________ ------~b~----_--~--~-------
Name of' Clergy:icm (ir Autbc:i%ed O!£ic:er 

Addr.:Ia Title 
, I HE,.f1EBY CERTIFY. L'lat the foregoing Clerx's Certification is correctly executed from a Marriage Return 

iiled m this Office on 19 __ under authority of License No ________ _ 

Signcnur. - CIeri: of the Court 

('~NSENT OF PARENTS OR GUARDIAN 

f/We hereby sftve. my/our consent to the issuance of a marriage license to __________ _ 
~ _________________________ ~ __ ro marry _________________________ __ 

~ --------s-. -~--w-e-o-f-G-I~-m-~-Fat-h-.-r------------'~---~s~l~--at-W-.-.-~~f~Rn~·d~e7.~-. F~~~w-~----------- 'I 

Signature of Groom's Mother Signature 01 Bride's Mother 

Subscribed and sworn to beloie me th .... is'--______ day oL . A..D. 19, __ _ 

Clerk; Circ:I.l.it Court 

ORDER OF COURT 

Ordered by the Circuit Court for , . this . del)" of 19_ 
that 'the Clerk of the Circuit Court for be and he is hereby authorized to issue a marriage 

.. i!oense tQ,~ ____________________________ -. ___________ a ... ,ge and 
Adclzess Ngm. 

____ ~ ________ .:..... ______________ ~------Ia;e I and to deliver 
Name Address . 

the license to one of the c:o~tracting parties ~thout waiting forty-eight hours after making appllcation. 

G-7 

. ' .. , 



o 

, \ 

! . 

I 

I 

------ ~------=~~--.. , 

(;. , 
Form #3 

) 

LICENSE NO. 

J. ..iJorebLJ Carli/y that on the ____ day of ____ . ____ 19_ 

the fallowing persons were by me uniied in marriage at~ ______ ~--=--;---:--_____ _ 
lCily 01 Town) 

in occordance with. the License of the Clerk of the Court in the juris9iction shown cbove. 

( 

Groom's 
Ncme ______ . _________ ~------Age---Bjrthploce 

(S:ole) 

Residence_-."..--~:__:_-----=_-------=__---Mcritcl Status __ ....... _____ _ 
(rown ot City) . (CgU"ty/ (S:ole/ 

Bride's 
Nar:ne _______________ ~ ______ Age--,....--Birthplcce--_:_::_..,.._--

(Slot.) 

Residence_--:=-_-=~-----_:__7""""----';';.-_~--Mcritcl Stctus, _______ _ 
(Town -or City) (COunly) (SIO:f.-/ I 

Relctionship to groom if ony ______________________ --
~ . 

'License Date _____ _ 19_ 

License Fee 
Resident $ ___ _ 
Non-Resident $_---

Signa" .. ,,, of Officioling Clergyman or Authorized Off"." 

This certificate is to be siven 
to the Ccntrccting Parties by Clergyman 

or Authorized Offker 

CI.E~:< 0:: THECOU~T: Please Remove All Co:bons Sef'Jra Givins license To Contracting Pcrties. 
( 

\. <... ( ( ( ( ( ( <. <. <.. ( 
"'~~ ... a •• '.f , .... O •• D •• ".1"_ (0-.... ,. U,. 11"~C'( .. -- ~ 

'. - " 

. (',.. ... 
. ~-
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Forms List 

JUVENILE 

1 Petition For A Proceeding With Regard to a Juvenile 

2 Petition For A Proceeding With Regard to a Juvenile 

3 Summons Card Set 

4 Summons (JVL. --14) 

5 Request For Witness Sununons (JVL~ --15) 

6 Return -:: ''1!:nvelope (JVL. --18) 

7 Notice of Right to Counsel 

8 wo.tver of Minimum Five (5 ) Day Notice Qf Hearing 

9 Waiver of Separate Disposition Hearing 

10 Petition For Hearing O~ Waiver Of Jurisdiction Pursuant to Rule 913 (b) 

11 aider For Waiver Investigation 

12 Order Waiving Juvenile Jurisdi~tio«~ 

13 Recognizance of Parent, Guardian, or custodian 

14 Consent For Voluntary Return By Runaway, Escapee, or Absconder (Form III, Approved, 1973) 

15 postponement Letter 

16 Writ of Habeas Corpus (Ad Testificandum) (CRL --17) 

-, 
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Juvenile Procedure 
ACM (1957) Chpater 9QO 

DESCRIPTION 

Informal Adjustment 

Petition Initiating 
Juvenile Proceedinqs 
is filed w~th the 
Clerk. 

,fj) 

FORM NO. 
STATUTE 

OR 
RULE 

MR90l 

( ) ----.;.-------.:--:---~----.'-~"'. 
() 

"-1 

PROCEDURE:i' 
'/ 

COMMENTS 

NOTE; AO informal adjustment hearing 
may be held before an Intake Officer 
of the court naving venue over a 
juven4le proceeding. The Intake Offi
cer is a person either 1) assigned 
with the approval of the court by the 
Juvenile Services Administration (JSAI. 
or 2) assigned by the court where no 
JSA person is assigned or available. 
These hearings are held for the purposa 
of determining whether a formal petiticn 
should be filed and are usually reser',',::: 
for juvenile cases in'lolving a first 
offense of a minor nature. 

The hearing takes place at the 
Juvenile Services Administration of
fices, and no formal petition or 
co~plaint is filed against the juvenil~. 
This hearing serves as a warning and is 
used to avoid creating a record for the 
juvenile if it is a first offense. 

When an informal adjustment hearing 
is to be held, the JSA requests the 
complainant artd all parties to attend. 
The clerk has no responsibility in 
these cases. 

'lj 
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Juvenile Procedure 
ACM (1957) Chapter 900 

DESCRIPTION FbRM 

1. Delinquent 1 
Petition 

2. Petition for! 

Child in ~6ed of 2 
Supervision (CI:IS) 
Child in !-Ieee} of 2 
Assistan:::e (CrnA) 
Mentally 2 
Handicapped . 

3. Petition fq-c 2 
Adult (Adult 
Contributing to 
a Juvenile 
Bei,ng a Child 
in Need of 
Supervision) 

NO. 

H-34 

H-35 

H-35 

H-35 

H-35 

STATUTE. 
OR 

RULE 

MR903(a) 

MR903(a) 

''\1 

f) 
( '._-;' 

..... ,.. 
PROCEDURE 

H-2 

COMMENTS 

NOTE,: This petition is prepared by 
the Office of the State's A'ttorney. The 
white original petition is retained in 
the court's case file. There are four 
copies, each separated by carbon paper, 
which are served on or delivered to the 
fQUow.tng: 

Juvenile 
Parent, Guardi3.n l J.t" ·':' .. stodian 
State's Attcr~ey 
JSA 

;)lOTE: These petit:ion5 3.r;;, p!:"epare·j b}' 
the Juvenile Services _~_,:::'::-,i:!i5tr3.ti·jn. 
Copies of the petition 3.r~ jistrib~t:ej 

to: 
Juvenile 
Parent, Guardian, or Custodian 
JSA 

NOTE: Upon the request: of t:he parent of 
the juvenile, the Clerk prepares this 
petition using the form noted at IeEe as 
a guide, adding or deleting information 
as necessary. The parent of the juve~ile 
signs the petition and attests by oath to 
the accuracy of the information contained 
in the petition. Copies are distributed 
as in 2 above. 
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Juvenile Procedure 
ACM (1957) C~apter ,00 

------~------~·~'-------.----r----y--S-TA~T~U~T~E~~------,-,~------------~~~--------------.-~,----~·------~------------------,--l 
DESCRIPTION FORM NO. 011 P.ROCEOURE COMME,..TS I 

4. Emergency 
Detention or 
Shelter Care 
Pe'tition 

Ca~e Processing 
,., 

Receipt of Petition 

@ 

RULE 

2 H:-l~ MR912(a) If the child who is the subject of the 
petition is in shelter care or detention, 
the hearing must be given priority and 
!?hould be scheduled for thH same day the 
petition is filed with the clerk. For 
this reason, the clerk's role in proces
sing the petition is vital; the court 
needs the completed file that day. 

These petitions are prepared by the JSA 
and apply solely to one of the following: 

(1) 21-day detention at Maryland 
Childr~n I s Center (HeCI .. 

(2) lO-day detention at Walter's 
Children Center (WCC). 

(3) lO-day detention in Shelter Care 
(child held in private homel. 

At arlY time during the detention period, 
a formal petition may be filed. If .no 
forlll~l petition is filed, the d~tention 
petition is withdrawn. ,If a formal 
petition is filed, it is treated as a 
continuance of tqe case and placed with 
the detention petition folder. 

a) Upon receipt of papers, check that all a) ~ll juvenile cases are filed in the 
names on petition are identical whereve; :iuvenile's name. The detention 
they appear on the papers. petitiOn should designate the type 

H-l 

fP0,. 
\!JJ 

olf charge if a formal petition.were 
to follow. 

~ ~I 
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Juvenile Procedure 
ACM (1957) Chapter 900 

.\ 
; 

DESCRIPTION FORM 

Master Control 
Sheet 

, 

.. 

.. 
STATUTE 

NO. OR 

RULE 

-

-,.-

" 

PROCEDURE 

b} Date-stamp petit io f1 with day and time. 
--

c) Assign case number to petition from 
Maste~ Control Sheet, 

ql Type on ~1aster Control Sheet the 
following information: 

l. Docket Number 

2. Case Number 

3. Full narr!e of j4venile 

4. Type of case 

NOTE; In DEL petitions, if it is a 
detention petition, add the following 
notation: II (d) " together with the 
detention hearing date (same as filing 
date) . Example: II (d) 2/7." In CINS 
and CINA petitions, add notation "(SC) , " 
if applicable, to note that child is in 
Shelter Care. Also type hearin~J date. 
Example: "(SC) 3/15." 

11-4 

1 .~ 

- . ...... 

COMMENTS 

c) One individual is assigned responsi-
bility for maintaining the Master 
Control Sheet. 

1. Docket Number comprised of 
\\ 

1) Docket Book Number and 
2) Docket Book Page Number on 

which the case is docketed. 

2. Case Number is already listed 
on the !-Iaster Control Sheet. 

4. Case Type Code~ 
CODE DEFINITION --

(a) CINS--Child in Need of 
Supervision 

(b) DEL --Delinquent 
(c) CINA-.,.Child in Need of 

Assistance 

, ;.-, 



Juvenile Procedure 
ACM (l957) Chapter 9,00 

-.-

~\ 

.: 
------~~~------~~~--~------~~~----------------------~--~~--------------~-----·-'I' .~ - • STATUTE 

DESCRIPTION fOAM NO. OR' . . PROCEDURE COMMENTS 
RULE 

------------------------~----r_--~r_--------_r--------------------------------------~--,------------------------------------

(', 

\1 

Case Fol-der Pre
paration 

Docket Book Entry 

fP't'-1 
,",y. 

C) 

MR904 

e} Prepare case folder. The following .. 
information is required on each fold~r: 

1. Case Number 
2. Docket Number 
3. Juvenile's full name 
4. Type of ca~e 
Make up Header Sheet for weekly sub
mission to the Administrative Office 
of the Courts (see Administrative 
Section); place Master Sheet in back 
of case folder. 

f) Prepare docket sheet. The following 
information is required to complete 
initial docket entry; 

1. Attorney'~ full name 
2. Juvenile's full name 
1. Type of case 
4. Docket nWllber 
5. Fee Schedule 

Insert ~hotocopy of docket page in 
case folder. 

NOTE: IMPORTANT All case events are 
recorded on the Docket Sheet so that at 
all times the last docket entry presents 
an up-to-date history of the case. 

11-5 

---------_ .• -----.. ,.,---_ .. ----
\~. ) 

t 

e) Prepare separate folder for each 
charge. 

(See 9age A-3, A-lo.) 

5. Used tor subsequent preparation 
costs bi 11s. 

This photocopy is replaced by an 
updated copy of the docket page to 
reflect an up-to-date history of the 
case. 

of 

!C. 

It 

r] _ 

,; I 
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Juvenile Procedure 
ACM (1957) Chapter 900 

-' ~ 

OESCRIPTION 

Adjudicatory Card 
Set Completion 

.. 

-. 

FORM NO. 
STATUTE 

OR PROCEDURE 
RULE 

g) Enter the juvenile's full name in g) 
"Index to Juvenile Dockets" book and 
make notation on Master Control Sheet 
that indexing is completed. 

3 H-36 h) Complete two (2) sets of' white adjudi- h) 
cato.ry cards with tissue copies. The 
following information is required to 
complete card set I: 

l. Petitioner's name 
i. Attorney's name 
3. Juvenile IS" rull name 
<I. Case Number 
.5 • Hearing Date 
6. Time of hearing 
7. Reason for hearing 

H-6 

.---1!I-' ------~-.. -.--.... -.~ .... , ... -.-.... 
t 

.-' L 
, 

COMMENTS 

Another clerk checks docket entries 
and indexing for accuracy. After 
checking, make proper notation on 
Master Control Shee): that checking 
process is completed. 

I'· 

Check the Docket BooK: index Eor 
prior outstanding charges against 
the same juvenile to: 

l. Scl1edule earliest hearing date 
by consolidating old and ne'li 
c;harges. 

2. Ascertain location of juvenile 
for ease in service of process. 

1. Petitioner is the JSA or the 
State's Attorney. 

7. Reasons 'may include the rollowing: 
--Review of Detention 
--Hearing on Counsel 
--Adjudicatory Hearing 
--Disposition Hea.ring 
--I-laiver Hearing 

1, 
C 
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I 
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r 
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Juvenile Procedure 
ACM (1957) Chap~er 900 

I 

II 
I , 

\ 
. .- " STATUTE" ' . ' '1 

_______ O_f_S_C_R_I_P_T_'O_N ________ i-F_O_R_Mi-_N_O_·~~A~U~o~~E~ __ t-__________ ~_-r-Ro-·-C-E-O-U-A-E ____ -----__ --__ 4---__ --__ -------C-O-M-M-E_N_T_S __ ~ ____________ I tj ~"', 
Only the following i~formation i~ 
required all Card Set II ;,' r1 
1. JU'la:lile's full name ll~ f:,' 

't.:' 

Amendment to 
~ron-re,quested 

Additional Count on 
Petition prevIOUsly 
filed 

" 

~'lR908 

".{ 

2. Petition Number I 

NOTE; Use Card Set r in scheduling the 1 • 
case fo,r a hearing on couns,el. I?lace I; l ,. 
Card Set II in an alphabetical file for 
subsequent processing for adjudi=atory I j' 
hearing. 

a) File date a~d~j~ent and piac. in 
folder. 

bl ~akeentry i~ Jacket Book. 
c) After approval by Court, corr~~t 

original peti:ion. by hand. a~ossin~ 
out original and entaring corractio~5 
above; enter iate ccrrection l5 made. 
Enter your i~Lr.ia~s by t~e correction. 

a) Date stamp papers and place in case 
folder. 

bl ~ake entry in Docket Book. 
c) Mail true copy test copies to: 

1. Juvenile 
2. Parent, Guardian, or custodian 
3. Attorney of record 

11-7 

(i ._ ;,-' .... E::-:l.:" ~etltior. m:iy be amended any 
tl~a ?rt~, =0 an adjudication. 

al See above. 

-------------..,..........-~.--.. -. 

o 



, . 

Juvenile Procedure 
ACM (1957) Cpapter 900 

-. _.-
---------_--.-. -'--"'---'r--S-T-A-T~U"::T"::E";"'--'-----·--·--":'·';"'· --~--------.----':"---~",--:: .. ,.-------------.. 

COMMENTS DESCRIPTION FORM ~O. OR 

RULE 

Scheduling Hearings 
on Counsel 

Summor'.s 

3 H-36 

4 H-37 

5 H-38 
6 H-3g 
7 H-ol0 

MR904b, 
906 

PROCEDL!RE 

a) Select a date approximately two (2) 
weeks from scheduling date .. 

b) Insert date on Adjudicatory Card Set 
and place original card in prGper file. 

c) Complete Summons, attach'a copy of 
petition, and issue to Sheriff for 
se=vi~e of proce~s. Attach the 
::ollqwi!1g to sum;:;osn and petition :or 
se=vice on j~venilB: 

1. Request for ;Vi tness Summons 
2. Return-addressed envelope 
3. ~otice of Right to Counsel 

H-S 

. .. ---;:. 

, " 

'i 

The respondent is entitled to be 
represented in all proceedings by 
counsel retained by him/her, the parents, 
guardian or custodian, or by the Public 
Defender. ' 

The JSA is responsible for case 
scheduling in some circuit court£. 

a) If the ju\:enile has co-defer,~:~r.'t3, 
schedule all counsel hearin9= =)r 
the same date. 

b) File is set for- b/o-·.·:ee:'- lnt ... ,: , ~. 
Ca=ds are Eitej ch=onologl~a::; 
according to dace __ naxt he~t_ 

c) ?~e93.re SUi'P_"'!1Cn3 for jU'l-2n.Lle ';1 

p~rant3, guardi~n, 8r c~s~odi~:' -. 
=ounsel heari~~; IE ?axents a:~ 
ji~orced. bot~ are served. 

Not all juveniles who are confined in 
juvenile facilities are brought in 
for counsel hearings. He/She is 
instructed to 1) complete the form: 
Notice of Right to Cour.;Eel, wi tnessed 

I 
t 

. . 

II 
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Juvenile Procedure 
ACM (1957) Chapter 900 

DESCRIPTION 

Hearing ~ Counsel! 
Scheduling 
Adjudicatory Henring 

FOAM NO. 
STATUTE 

OR 

RULE 

-.-

PAOCEDUA~ 

d) Notify Public Defender of all counsel 
hearings. 

a) One day prior to the counsel hearing, 
pull the Adjudicatory Card Set for each 
case scheduled for a~ounsel hearing. 

b) Check 1) witnesses' addresses to see 
if witnesses reside in county/city and 
2) police of~,icer' s vacation schedule 
before selecting adjudicatory hearing 
date. Select a date thre~ (J) weeks 
hence if possible. 

~ The adjudicatory hearing must be 
scheduled within sixty (60) days after the 
original juvenil~ petition is served. The 
court, however, mqy order an extension. 

11-9 

o 

" \f -(; 

COMMENTS 

by an attendant and 2 )'\:ceturn the form 
to the clerk'I-s office. i\\The form is 
placed ~n the cas\~ fo ld~F prior to the 
counsel hearing t6 c whicW the parents, 
guardian, orcustod:l.ail"is sununoneO. 

d) Se'e Two-l'ieek Docket Preparation. 

NOTE:. If an <\ttorney has been re,t,,!ined, 
he telephones clerk's office or enters 
an appear~ncei no counsel hearing is 

., 

I 
I 

I 

held, and the case is scheduled for an 
aCijlidicatoi:y hearing'. The attorney is I 
responsibl~ for notifying clients of 
all hearings. 

a) The Pub,ic Defender always attends 
counsel bearings automatically. 

b) 2) Annual vacation schedule is 
obtained from local Police Departmer:. 

\ 
r\ 

i ~ .! 
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Juvenile Procedure 
ACM (1957) Ghapter 900 

-
DESCRIPTION FORM NO. 

STATUH= 
OR 

RULE 

-

-[ 

rf) 
[ ",,' 

'. . I 

../ 

-. 
PROCEDURE COMMENTS 

c) Enter date on Adjudicatory Card Set in -, 
-date block. 

d) Verify hearing date with attorney of 
record, if any. 

e) Prepare and issue swnmons for in-state 
\\ ". tnesses . 

f) Prepare and mail letter (not summons) 
for out-of-state witnesses advising 
of the date, time, and !?lace of the 
adjudicatory hearing. 

NOTE: For out-of-state witnesses, the 
Clerk may note on the list of witnesses 
that a letter was mailed to each nOn-
resident witness. Hark 1) the date the 
letter was mailed and 2) the type of 
hearing for which the notice • .... as issued. 

g) At counsel hearing, give the juvenile g) This is the only notice of the hearing 
and !?arents, guardian, or custodian the juvenile and parents, guardian, or 
a tissue co!?'y of the Adjudicatory Card custodian will receive as, each is 
Set showing the adjudicatory hearing still under the jurisdic,tion of the 
date and time. original sununons. 

h) Make appro!?riate entry on Docket Book 
for each of the above activities. 

. 
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Juvenile Procedure 
ACM (1957) Chapter 900 

-.[-
~,-, ~,.~~-----..-----~---

i 
I 

-----------------.---.Ir---,----,--S-T~AT~U~T=E~~----------.--~.----------~·~ .. =· .. ~---~.~'--~.------------------------------.-! 
DESCRIPTION FORM NO. OR PROCFOURE .~ C"or"tMEtHS . 

Adjudicatory Hearing B,9. 

Scheduling 
Disposition Hearing 

(tJ. 
(j 

H-41, 
H-42 

RULE I '--------------------1 
MR914 (b) NOTE: If the juvlmile and parents, 

guardian, or cust.n.han are agreeable and ! 
will sign a WaiV2t' of Minimwn Five (5) I 
Day 1Il0t.ice of. Hearing form, with the 
concurrence of the court, the 

MR9l5(a) This hearing must be scheduled no ~ater 
. than thirty (30) days after the 
Adj~dioatory Hearing. 

If there is an attorney on record: 
telephone attorney and arrange disposi
tion hearing date. 

If there' is no attorney on record; 
a) 1) Prepare card set and 

2) ~ssue swruno~s to juvenile and 
parents, guardian or custodian. 

b) Place original card in.proper file. 

H-11 

CD 
l ) 
~" . r 

(I 

Disposition Hearing can illuuediately 
follow the Adjudicatory Hearing. Clerk 
provides form for signing by all parties 
and fileG in case folder. 

If there are companion cases which have 
not yet been dispos~d of, they are set 
for the same hear ing da te. 'rhese cases, 
however, may be heard separately. 

Attorney is responsible for notifying 
clients. 

() 

f 

I 
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Juvenile Procedure 
ACM (1957) Chapter 900 

DESCRIPTION FORM NO. 

~--~~~---

, 

~- PROCEDURE 

---,-----------~------------ --- -.-- - -- --~ -

, 
COMMENTS 

/' -\ 

STATUTE 
OR 

RULE 
------~ -----------------~---+----~--~~----t-----------------~.c-----------------------+---------------------------------------

Orders of Disposition 

, 

I) 
)/ 

II 

~: Following the hearing, the case 
folder is returned to ,the clerk's office. 
[rhe, responsibility of the cl'erk 'will vary 
~epending upon the disposition of the case. 
~ach disposition with the corresponding 
esponsibilities of the clerk are 
~escribed below: 

H-l2 

NOTE: The courtroom clerk notes the results 
of the disposition on the Juvenile Hecring 
Sheet. Regardless of the type of dis
position, the Clerk makes the appropriate 
entry in the Docket Book, writes the: 
judge's name in parentheses, and enters 
the date. There are numerous dispositions 
which may result from the hearing, however. 
The most corr®on orders resulting from a 
juvenile hearing are as follows: 

#l Restitution, 
1;2 Termination 
j!_3 Probation 
F.4 Custody 
i5 Supervision 
F.6 Rescission 
~7 Detention 
#8 Shelter Care 
~9 Commitment 

- .' 
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~ __________________________ ~ ________________________________ ~l~' ______________________________ _==_~44X~~~ 

Juvenile Procedure 
ACM (1957) Chapter 900 

.- .... 
STATUTE 

,?ESCRIPTlO~ FORM NO. "' I 

OR , . PROCEDURE COMMENTS 
RULE 

H Order of Restitu- Docket casei distribute copy of the order See Docket Book Entries. 
t10n to: 

l. Juvenile ~nd Parents, <;iuardian, or 
custodian -

2. St.ate's Attorney 
3. JSA 
4. Attorney of record, if any 
5. Victim.' if any 
6. If money ~o be paid through someone 

>else, copy to that person 

. ., 
,,~ Order of Termina- a) Docket case; distribute copy of the See Docket Boo I< Entries. 

tion order to; 
l. Juvenile and Parentf!, Guardian. 

or Custodian \\ 
\, 

2. JSA 
T. State's Attorney .-
4. Attorney of record! if any 

b) Seal case. See Sealing Procedure:::. 

of Proba- Docket " distribute copy of order to: Docket Entries. iD Order ca!"ei See Book 
t10n 1. Juvenile and Parents, Guardian, 

or custodian 
2. JSA 
3. Attorn~y of record, if any 

,-;1' 

1.-13 
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Juvenile Procedure 
ACM (1957) Chapter 900 

~~.~~.'-~------~--------~--------------------------~--------------------------~----------------~--------------

... ./ 

---------r--r--.-;:::::::;:-::~.,__--------..:.:.. .. ..;.:.----.--:.: .. ~-=----------- ..... I STATUTE DESCRIPTION 

n4 Order of Custody 

ff5 Order of Super
vision 

1/6 Order of 
Rescission 

iI7 Order for 
Detention 

FORM NO. j R~~E 

Docket 
1. 

2. 

3. 
4. 

Docket 
1. 

2. 
3. 

PROCEDURE 

case; distribute copy of order to: 
Juvenile and Parents, Guardian,· 
or Custodian 
Person(s) in whose cust9dy the 
Juvenile is placed 
JSA . 
Department of Social Services, if 
order so states 

case; distribute copy of order to: 
Juvenile and Parents, Guardian, 
or Custodian 
JSA 
Person who will have supervision 
of j 117!enile 

Docket case; distribute two (2JI copies 
of the order to: 

1. JSA 

Docket 
1-
2. 
3. 
4. 

case; distribute copy to; 
Place of Detention 
Juvenile 
Parent, Guardian, or Custodian 
JSA 

H-14 

See Docket Book Entries. 

./ 

See Docket Book Entries. 

See Docket Book Entries. 

1. JSA forwards one copy to the 
Juvenile 

See Docket Book Entries. 

" 
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Juvenile Procedure 
ACM (1957) Chapter 900 

DESCRIPTION 

#8 Order for Shelter 
Case 

~.~ Order for Commit
ment 

Iv';ilver Hearing 
):'equested 

~, ,. 

FORM NO. 

lO,1l1f-43, 
1f-44 

STATUTE 
OR 

RULE 

MR913 (b) 

~) ... ------'~j;;,..., ---::--~ 

-7"' 

Docke~ case; qistr~b~te two f2) copie~ 
of order to; 

1. JSA or Departmen~'qf Social Servic~s 
(PSS~! as order st~tes 

Docket case; distribute a copy of Qrder 
to; 

L 
2. 
3. 
4. 
5. 

Place of Commitment 
Juvenile 
Parent, Guardian~ or Custodian 
JSA 
State's Attorney 

If court orders that court costs be paid; 
Prepare bill from cost schedule on 
docket sheet. 

The petition is docketed and given ,a 
folder using the methcdology explained 
above (see Petition Initiating Juvenile 
Proceedings). In addition; 

a) Send file directly to Judge or Master 
for entry of order to begin the 
investigation. 

U-lS 

(1) 

,. \. '/ 

, ________ F ..... ,..,,.,..-====-====== r 

- . 
T 

COMMENTS 

See Docket Book Elltries. ----
':: 

1. JDA or DSS forwards one copy to 
the Juv~ni1e 

See Docket Book Entries. 

* Assess court costs including Sheriff's. 

:-IOTE; The ~tate' s Attorney may request 
a Naiver Hearing at tj1e filing of a 
Delinquent Petition. In these ~ases, the 
court orders a Pre-Waiver Investigation 
and Report prepared by the JSA. 
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Juvenile Procedure 
ACM (1957) Chapter 900 

DESCAIPTICfN .. FORM 

12 

NO. 

H-·Ei 

STATUTE 
OR 

RULE 
PROCEDURE 

b) Telephone attorney of record, if any, 
to not~fy him/her of Waiver Hearing 
date and time. 
Summon juvenile and parents, guardian, 
or custodian if there is no counsel 
of record. 

c) Prepare and issue summons for witnesses. 

If the waiver is granted: 

d) Prepare a tr~e copy test of the 
petition and the waiver order; issue 
both to the arresting officer pending 
a bail hearing for immediate transfer 
to the District Court Bail Commissioner 
for bond-setting. 

e) Clerk forwards copies of order to 
respondent, state's Attorney, and JSA. 

f) Seal file. 

H-l6 

--------------::----•... -'~~ .. '. t 

::::: ... 

COMMENTS 

NOTE: The iudge's Assignment Office 
schedules the case for a Waiver Hearing. 

b) The attorney of record is 
responsible for notifying juvenile 
and parents, guardian, or custodian. 

ct The State's Attorney notifies the 
Clerk of the witnesses needed. 

NOTE: tvitnesses other than the arresting 
officer and the JSAcaseworker who 
conducts the investigation and prepares 
the report usually are ~ot required. 

e) This procedural step is OPTIONAL. 

f) See File Sealing Procedure. 
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Juvenile Procedure 
ACM (1957) Chapter 900 

-. 
DESCRIPTION FORM NO. 

' STATUT~ . 0 
OR PftOC~OV~1; 

RULE 

Sununar:r: Review . MR913 (e) 
requested 0_- o-

'.' 

The petition is docketed and given a 
folder using the methodology explained 
above (see Petition Initiatin9 Juvenile 
Proceedin9s). In addition: 

a,) Send file directly to Judge or Master. 
b) Prepare true c09Y tests of order 

when returned from Judge or Master; 
.', mail copies to: 

1- Attorney of record, if any 
2. State's Attorney 
3. JSA 

: '* . All othef;' 
i' 

inl{oJ,ved parties 

C) Seal file. 

t1-17 
u 

(V <.lD 
(-)-_-.:...-_.....,...;..--------'-'-•...... 

\ ... ), 

\ 

COMMENTS 

NOTE: If the court has once waived 
j ur isd iet ion, it mav, ,after Summary: 
Review, waive jurisdiction in a subse-
quent proceeding without a hearing. 

The petition for Summary Review is 
prepared by the Office of the State's 
Attorney. 

c) See File Sealing Pl:'ocedure. 
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Juvenile Procedure 
ACM (1957) Chapter 900 

_,. 01 I' .. 

----------------~~~----~--~---------,~--~------------------------~--_r--------------------"--------------STATUTE 

" 

DESCRIPTION 

Transferred From 
Criminal to JUVenile 
Division 

Deposit for security 
for Appearance is 
made 

u,"" 

FORM NO. OR 

RULE 

~IR904 (e) 

PROCEDURE 

NOTE: The Criminal court which heard the 
case forwards 'the (fearing Sheet to the 
juvenile, section of the Clerk's Office. 

\\ 

Make and forward copy, of the Hearing 
Sheet to the JSA. 

The,petitiQn is docketed and given,a 
folder' using the methodology explained 
above (see Petition Initiating Juvenile 
Proceedings). If there is no counsel 
of record, the Clerk proceeds with a 
Hearing on Counsel. If there is ci' counsel 
on record, the Clerk proceeds with an 
Adjudicatory Hearing. 

4,' 

H-18 Ii, " j 
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(::: 

COMMENTS 

NOTE: The State's Atta-~ney prepares a 
formal Delinquent Petit'lon which is ' 
~eliverea to the Clerk's Offic~~ 
\,\ ' ,'\ 

\, 

·N6~E: The Judge or Master sets the 
amount of deposit from the Criminal 
Court Hearing Sheet. T!:l.e"Clerk' s 
involvement in this process begins when 
the parent, guardian" or custodian brings 

,the money (cash or c~eck, certified or 
personal) for the deposit to the Clerk's 
Office. 
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Juvenile Procedure 
ACM (1957) Chapter 900 

.' 

DESCRIPTION 

- 0 

FORM NO. 

13 "-46 

". 

STATUTE 
011 

RULE 
PROCEDURE 

a) Complete Forml! 904-R lRecoqO"i-;;Jlce Bond). 
b) Place origina.:! form in caSe folder; 

give copy 'of form to parent, guardian, 
or custodian as one receipt. 

c) Prep~re 'receipt 'from Receitp BookJ 
give regeipt to Earent, guardian, 
or custodian. 

d) Transmit money and rece~ to the 
Bookkeeping Clerk .. 

e) Bookkeeping Clerk records receipt and 
money and deposits mOney. 

NOTE: After the Disposition Hearing, by 
Order of Cciurt the par~nts, guardian, or 
custodian returns to the Clerk's Office 
to recover the deposit~ That person can 
leave his/her name and addr.ess with the 
bookkeeping cle~kl the bookkeeping clerk 
either will mail the deposit refund check 
to him/her or give t~e person the refund 
immediately. The receiet for accepting 
the deposit 4 together w1th positive 
identification, must be presented before 
the depos,it can be refunded. 

f) Type certification on the bottom of the 
Recognizance Bond (Form 904-R) for the 
parent, guardian, or custodian to 
sign for receipt of t.he money. 

"-19 
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Juvenile Procedur~ 
ACM (1957) Chapter 900 

DESCRIPTION 

. 

Transfer of 
Jurisdiction cases 

" 

" 

" 

" 

" 

Outgoing Transfers 

D 

0' 

NO. 
STATUTE 

FORM OR 
RULE 

" " 

'e 
" 

, ., ' 

.1 

, 
, 

_.,- - --~-c;~----;-~~,_,_~-_-,-,- - -, --, ,-~, ~----~---r---~---~, 

~ 
'" 

.. 
~ -

pROCEDURE COMMENTS -

g) Have .Bookkeeping Clerk draft check ... .-
payable to claimant and give to -
claimant. I, 

-,. 

h) Obtain claimant '"s signature on the h) The refund check is payab1~ to the 
Recognizance Bond and place in the person who paid the deposit. 
case folder. 

i) Hake appropr.iate docket entries. 

NOTE: All case transferrals are ordered ---by the Court. If a juveniJ.e moves to 
another jurisdiction (olltgoing transferred 
cases) or if a juvenile moves to the jur-
isdiction of this Juvenile Court, certain 
procedures are necessary to insure that 
the case papers are transmitted to the , 
proper jurisdiction. If the transfer of 
jurisdiction solely ,involves sUEervision 
of the juvenile, the JSA is responsible 
for transmitting the papers. In these 
instances, the case file remains "open" in 
the system. 

The Clerk is responsible for trans- " 
0: 

mitting the case papers in all other 
, instances according to the following pro- -
cedures: 

() 

a) Photocopy all origina,l documents, a) See Docket Procedures. 
including Docket: History Sheet. 

U-20 J 
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Juvenile Procedure 
ACM (1957) Chapter' 900 

.:::;;:::> 

(\ 

-------------~--~~~~~------~----~~----~--------------~-----STATUTE 
DESCRIPTION fORM NO. OR PflOCfOUflE COMM.ENTS _______ ~ __________ -+ ____ J----+_.~RU~l~E~_+~--~--------~---~~----------+_------------------____________ ~ 

ib ) f.tilH original doc~mentf! by certiU.!ld 

Incoming Transfers 

m"~l, re~urn-recelpt requested, to 
new jurisdictio~. 

J!.. __ . 
c) Place doclll(!~nt copies in case folder. 

d) Attach post office receipt, when 
received, to case folder. 

e) Seal Case fo~der. e) See File Sealing Procedures. 

If the case has been disposed of; 

al Sign an~ return the post offic~ 
receipt, if one is attached, to the 
county/city of transfer. 

b) File papers and prepare case folder 
using the methodology set out i~; 
Petition Initiating Juvenile Proceeding~ 
section. . 

c) Prepare Header and Master Sheets. (See page A-3. A-I:.) 

d) Forward copies of all. papers to the 
JSA. 

II-H 

\. } 
t 

~ 
\. ) 

/1 
If 

1/ • 

,"\ 

II 



- ------ .-. --~ - -:.-:-r.:------~" 

J. 

----------;------=-

Juvenile Procedur~ 
AC~ (1957) Chapter 900 

DESCRIPTION FORM NO. 

Exceptions ~~ the 
~lasteris Finding and 
Proposed Orders are 
filed. 

STATUTl': 
OR 

RULE 

MR911 (c) 

--r "--.-. ~-.. --- ~~ '.-. --~~-------"r----~---_-c---__ ~ __________ _ 

PROCEDURE 

If the case seeks.an adjudic~,!:ion of 
delinquency and has not b~en disposed of: 

a) Sign and return the post office 
receipt, if one is attached, to the 
county/city of transfer. 

c) Prepare Heade.r Sheet only, placing 
Master Sheet in back of the case 
folder. 

d) Forward copies of all papers to the 
1) State's Attorney and 

,2) the JSA. 

NOTE: After an Adjudicatory Hearing heard 
by a Master, the Master prepares a Report 
and Recommendation and Proposed Orders. " 
All parties receive copies 9f this Report, 
including a mailing date certification. 
Exceptions, in writing, must be filed with 
the Clerk within five (5) worki!!5l. days 
from receipt of theReport~ Exceptions 
are filed, the judge schedules a hearing 
and notifies all parties by mail. The 
responsibilities oe the Cl~rk include the 
following: ~ 
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Juvenile Procedure 
ACM (1957) Chapter 900 

- T - -~---,~,,-, -,,~----,----- -

..... ..-
-----------.---...---r-------,.--------.,.-----------~r_----_:__-----.--------. 

STATUTE 
OR 

RULE 
DESCRIPTION 

Hearing on Interst~le 
Compact IS held 

FORM NO. 

HR903(a)4 

Al File Eliceptions. -. 
l.,; Date-stamp papers-; . -
2. Hake docket entry. 
3. place pa~ers in case folder. 

b) File state's Attorney's Answer, if 
one is submitted. 
l. Date-stamp papers, . 
2. Hake docket entry • 
3. Place papers in case folder. 
4. Forward case folder ~o judge. 

NOTE: If no Answer is received from the 
State's, Attorney's Office within five to 
seven days, do NOT contact the State's 
At\:orney. Send case folde}'.-.to judge. 
'.l'he judge mails lettersno'i:'ing- the hear
ing qat~ to the attorney on record, 
State's Attor~ey, and the Jqv6nile Court 
Clerk's Office., .' 

c) Issue witneSS summons. 

a) Prepare Juvenile Hearing Sheet 

COMMENTS 

c) Witnesses are listed on the State's 
~ttorney's original peti~ion. 

a) The Juvenile Hearing Sheet 
information from Detention 
before a Judge or Master. 
information includes; 
1. Juvenile's full name 
2. Detention h~aring date 

,3. Detention center 
'/4. Witn~sses 

contains 
Hearing 
Such 

5. Arresting officer's name 
6. Length of detention hearing 
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!\--======-=-=-~=-~-=-~-=-::~:-=--=--=--=--=--=--=--=--=--=---~.' ~~~:~~~~~~~~~~~==~-" STATUTE COMMENTS DESCRIPTION FORM NO. OR PROCf;DURE 
RULE .. 

~ d 
J I r I 
It j; 

P d 
\1 

1 

CO!',/;ient Far 
~ltary Return' 
~ Runaway, Escapee 
or Absconder 

Postponement reqUested 

1\ 

~'I 

14 H-47 

15 H-48 Courtesy 

b) Forward Juvenile Hearing Sheet and 
case papers to judge for signature on 
appropriate order. 

c) Upon receipt, date-stamp the signed 
order. 

d) Forward true copy tests/;,of the 
order to: 
1. Juveni'le 
2. Detention center 
3. JSA 

e) Form is signed at hearing and given 
to courtroom clerk. Clerk file-dates 
order and,.papers are placed in separate 
Interstate Compact file. ' 

a) __ May prepare ,and mall postponement 
letter to all involved parties. 

,H-24 

'---=o--r-("-------:l .. ,').---, •.. -.-- ' 
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;-!I 

3. JSA arranges for the return of 
the juvenile. When plans are 
complete, JSA selects hearing 
date,. 

NOTE: NO docket entries are made in 
Interstate Compact cases. 

NOTE: If a postponement is requested 
prior to preparation of the Court 
Docket, the Clerk may grant the post
ponement. Otherwise, the State's 
Attorney has responsibility to grant 
the postponement and notify all 
part-ies. 
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Juvenile P~ocedure 
ACM (1957) Chap.ter 900 

. 
DESCRIPTION 

~'xh ibits 
i:;d'libffi entered ioto 
.;;vidence 

Exhibits ret!lrned to 
parties 

" 

Motions filed 

FORM NO. 
STA"fUTE-

OR 
RULE 

-
a) 

b) 

" 

al 

b) 

al 

bl 

.. 
... . 

.. PROCEDURE 

j 

Label a liuge, manilla enveiope each 
fo~ the state's and Defense's exhibits 
wittt the following information: 
1. Juvenile's full flame ' 
2. Petition number 
3. State or Defense exhibit 
4. Date exhibit entered. 
Place IiInvelope in vault· 

Complete card record with the 
information recorded in al; file card 
in file. 

Obtain receipt for each exhibit; 
place receipt in the case folder. 

Discard appropriate Card record. 

" Date-stamp papers. 

Docket motion and flle in case folder. 

11-25 

'] :'@ ~L, __ .--.(.,~,J ______ --..: .. ')'.....-__ 

'" 

COMMENTS 

NO'I'E: If the Clerk is unsure whether 
to grant th~.postPo~ement, ch~q!c wHo 
the State"s Attorney's Office. 

PI This card record acts as a "check" 
for the Clerk's Office on exhibits 
stored in the vault. 

NO'fE: Exhibits are stored for at 
least thirty (301 days. Once case 
is disposed of, the exhibits are 
returned. 
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Juvenile Procedure 
ACM (1957) Chapter 900 

\, 

~ ,~~ 
t i:;

, .--'.~ 

~~--------~~--~~~~~----~--~-~~~~~~~'r-------~----------~--- - STATUTE 
DESCRIPTION FO';,!", NO. OR PROCEDURE COMMENTS 

------~----------~--_r---1-
__ ~R~U~L=E ____ ~ __________________ ~ __________________ t-______________________________________ __ 

Juvenile Services 
Administration Files ---Papers 

Petition to Cite for 
Contempt filea--

o 

c) Mark calendar fifteen (15) days from 
datE;! qf ~U.ing motion. . 

d) Pull file on date noted in c) above; 
forward to Judge or Master. 

a) Re::view for accuracy.of petition names 
and case number. 

b) Date-stamp memorandum. 

c) R~ad memorandum for requests to have ' 
,prders signed. 

d) Pull case folder a~d send to Judge or 
:-laster" in9iuding :-::emorandum and at-, 
ta,ched orders. 

e) Docket signed orde~s. 

f) Prepare and mail two (2) true copy 
tests to JSA. 

H-26 

. " 

a) If names or number is incorrect, 
papers are returned to JSA. 

f) JSA retains one copy and forwards 
one copy' to the juvenile or deten
tion center. 

NOTE: The contempt petition is fqr
warded to the Domestic RelatiOnS 
Department and contains an order of 
court on the bottom of the petition. 
Such peti~ions are a continuation of 
a previously docketed juvenile case. 
No new file is prepared; no new 
petitior. number is assigned. 
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Juvenile Procedure 
hCM (1957) Chapter 900 

.. 
DESCRIPTION 

w 

, . . 

I'lrit of Habeas Coreus 
~TestificandumJ 
issued 

:::..:. 

FORM NO. 
STATUTE 

OR 

RULE 

a) 
. 

.. b) 

c) 

.. 

'. d) 
l·, i;·'., 

e) 
,. 

., 
16 11-49 a) 

I 

.. . 
PROCEDURE 

Date-stamp and docket petition. 

Pull case folder and forward to Judge 
or Master. 

Prepare and forward true copy 
tests of t!te signed order to; 

l. One (1) copy to' the Domestic 
Relations Departmen t . 

2, Two (2) to SherHf for service 
of process.· 

1\ 
~\ 

~lark case on calendar two (2) days 
before scheduled hearing date. 

!?ull file on date set out in d) above 
and. send to Judge or Master: 

By phone, request the State's Attorney 
Office for an order for issuance of 
the writ. 
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COMMENTS 

f 
1 t 
r 
') 

I 
I 
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" 

f 
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/J 
~OTE; Domestic Relations Department ,> 
sets case for contempt hearing by 
~Iaster .. Domestic Relations Department 
notifies Clerk's Office of hearing 
date. 

a) A writ must be i.ssued for all 
j uven.ilesin detention or incarcer-
al:ion. The;oe writs are required to 
bring a juvenile from the place of 
detention or incarceration to the 
court for hearings. 
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J~venile Procedure 
ACM (1957) Chapter 900 

-. . 
DESCRIPTIO:" 

,f'~ 

-
;. 

C) 

, 

Review Petition filed 

STATUTE' 
FORM 1':10. OR 

RULE 

. 
" 

( 
\ / 

.. PROCEDURE 
", 

b) Prepare wJ;'it, giving original to 
Sher,lff. 

c) Prepare and send one (II true copy 
test to the place of holding. 

" 

d) File one copy of writ with the State's 
Attorney's request order in case 
folder. 

e) Clerk files one copy of writ in . 
general "check" file drawer,. 

a) Date-stamp petition and place in case 
folder. 

NOTE: Methods used for selecting a date 
ror-the Review Hearing follow the methods 
explained in: Petition Initiating 
Juvenile Proceeding .• 

-
H-28 
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COMMENTS 

--- " 

" 

" 

d) This file. acts as a ucheck~' for 
issuance of a writ;: if the juvenile's 
file is out of the Clerk's Office. 

NOTE: No writ is forwarded to the 
Sheriff if juvenile is held at the 
State Forestry Camp or any state 
mental institution. These institutions 
transport the juvenile to the court. 

The Department of Social Services or 
the JSA prepares the Review Petition 
when appropriate. 

II, 

D, 
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Juvenile Procedure 
ACM (1957) Chapter 900 

DESCRIPTION 

Dismissal of Case in 
Open Courtreqi:!eSted: 
Dismissal Hearing 

Re-0!2ened ~ 

NO; 
STATUTE 

fORM OR 

RULE 

b) 

a) 

b) 

c) 

a) 

b) 

.' 

PROCEDURE 

Issue Sl'mmons for witnesses listed on 
petition. After attaphing a GOPY of 
the petition to each summons, forward 
the papers to the Sheriff 

Pull case fo.lder and make 

rlace card 

Add case to 

Pt:epare new 

Prepare new 

11-29 

in prol?er file. 

Docket. 

Headet: 

Master 

~) 'LY 

, ,I' 

Sheet. 

Sheet. 

for service. 

up card set. 

, () 

It 

fJ 
I) 

COMMENTS ,. 

NO'l'E: 'I'he State's Attorney may 
request a case be set for hearing 
before the court for "Dismissal in 
Open Court. " The State's Attorney 
telep!lones the Clerk's Office re-
questing that the Clerk add a case 
to the dock~t for a Dismissal Hearing. 

. ~o witnesses are required. 

a) . See Summons Card Set above. 

- I ~1 
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c) See Docket J?repat:ation. . 
a) See Administrative Chapter, page A-3, 

A-16. 
b) See Administt:ative Chaptet:, page A-3, 

A-16. 
NOTE: The Clerk maintains an up-to-
iJ'a'tehistory of juvenile case 
activities on the DOGket Sheet. 
Docket Eratri.~s are typed or hand-
written. Nearly every activity is 
docketed. Information ,recorded on 
docket sheet includes: 
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Juvenile Procedure 
ACM (19S7) Chapter ,900 ' 

DESCRIPTION 

" 

~. 

«c~~rt Docket Prepara-
rt~on 

I -r:- Case Schedule 

-r 

, , 

FORM NO. 
STATUTE 

OR 

RULE 

" 

al 
" 

b) 

c) 

U 
a} 

I )I I, 

Enter 
Docket 

-0 C,; 

PROCEDURE 

. " 

appropriate information 
Sheet. 

'" 

,. 

on 

Ph'otocopy Docket Sheet each time new 
entry is made. 

Place photocopy in J:ront of case 
folder I discarding "outdated" Docket 
Sheet photo<::op¥. 

List all case,s scheduled for trial for 
the week-period commencin"l two (2~ 
weeks from (lresent date. These cases 
are filed chronologically in the 
proper file. 
First list morning cases. 
The~ list ,afternoon cases. 

H-30 

':l 

(0 

1',1< 

COMMENTS 

. , 

1- Juvenile's full name • 
2. Petition_number (same 

I. 

as case number) . 
3. Attorney's full name. 
4. Type"of case. 
5. Receipt/Distribution of 

va:;:<iiaus papers. 
6 . Head'r'Ig results. 
7. Security Deposit acceptan<;:e/ 

refund. 
8. Disposition. 

J 

r 

,"j 

\\ ., 
0 

c) Judge reJ:ers to this Docket Sheet 
photocopy during his study of the 
case and also during hearings. It 
must be complete and current. 

a} This schedule is prepared each 
Friday t\OlO (2) weeks in advance. 
Each schedule is typed. Pre para-
tion of the Case Schedule may be 
the re'sponsibility of the JSA in 
some circuit courts. 

-
(I 
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Juvenile Procedure 
ACM (1957) Chapter 900 

---~--~--~~~~~--~~--~~~~-----------.----------------------
STATUTE 

OR 
RULE 

DESCRIPTION 

2. Changes in Docket 

" 1\ 

FORM NO. PROCEDURE 

b) Prepar~ af!d send copies elf the Case 
Schedule to: 
1. Puplic Defender. 
2. State's ~ttorney. 
3. JSA. 
4. Deoartment of Social Services. 
5. chief Administrative Judge. 
6. Court Administrator, if any. 
7. Sheriff . 

c) Give original Weekly Docket to 
Courtroom Clerk. 

d) Make t';.lO (2) "workinq" copies; 
1. Attach 1) summonses ilnd 

2i p;oof of service to one working 
copy one day before the hearing; 
give to Court.roomClfilr.k. 

2. Retain one.copy as aQ office copy. 

a) List only corr~ctions to the docket 
for the next work week. 
First list per day. 
Then list per hour. 

bl Label this docket: ~.ges in 
Juvenile Court Docket. 

H-Jl 
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.~ 

COMMENTS 

7. This copy acts as a "check" 
for Sheriff to transport all 
juven~les to court. 

al This docket is prepared each 
Friday for the following work 
",eek. 
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Juvenile Procedure 
ACM (1957) Chapter 900 

DESCRIPTION 

3. Juvenile Court 
Docke.t 

/~1 

Sealing Procedures 

'.) 

'-~--""""----------ri" 
Ii--'
II 

STATUTE 
FORM UO. OR 

RULE 

a) -

b) 

;1' 

" 

c) 

:·IR92l a) 

b) 

c) 
,-

d) 
/.'~ 

':l 

--f 

PROCEDURE COMMENTS 

Consolidate information from Case 
f Schedule and Chan~es in Juvenile 

Court Docket" -

Prepare one (1) Juvenile Court Docket 
J" ::..,) 

sheet for each calendar day showing: 
l. Petition number. 
2. Type of Hearing. 
3. Juvenile's full name. Under the 

juvenile's name, type as appro-
priate: 
--Attorney's name. 
--No counsel. 
--Referred to Public Defender. 

:; 

Note Judge's or :·Iaster's name if a 
certain Judge or :·;aster i.s to hear 
the ce.se. 

Place case folder in a large envelope 
and seal it. 

Place petition number on outside of 
envelope. 

Place envelope in Sealed File Cabinet 
in numerical order. 

Stamp "SEALED" by juvenile's name in o 
Docket· Book :j:nd~x. 

Sealed cases may be opened only 
by order.of court. 
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Juvenile Procedur,a 
ACH (1957) Chapter 900 

DESCRIPTION .. FORM HO. 
STATUTE 

Olt ' 

-~. 

.' PROCEO~RE 

-.. -~ .... ,-.. -.. -.~--~--'--------

... 
. . " , 

COMMENTS 
! RULE 

-------~---------------~--~--~~--~r_~~----~r_------~--------------,~--,--~----------~--.~----------------------------------------.t~::..... '...___- , 

" II 

NOTE: The.confidentiality of juvepil~ 
records must not be vIolated. Onlyem
ployees qf t~e Clerkis Office are allowed 
in the files. The files 'cannot be re
moved from the office unless needed by 
the court. In the~e instapces, the clerk 
hand delivers the files to the judge. 
All fII~ cabinets and docket books mu~t 
be securely locked at the close of t~,b; 
workday. Juvenile case information ~s 
not a matter of public record.' , "'.ci<" 
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IN nlE MATTER OF • 
• 
• 
• .... 
• 
• 
• 
• 

Form # 1 

IN TIiE'CIRCUIT COURT 
FOR 

sm'NG AS· A JWENILE 
COURT 

NO. JWENiLES 

~ ~ 6" •• U •••• 

PETITION FOR A PROCEEDING 
WITiI REGAIW TO A JWENlLE 

TO 11iE HONORABLE, tHE JUDGES OF SAID COURT: 

The petition of the Slate's Attorney for . respectfully represents unto Your·Honors: 

FIRST: TIIliI your pellli;)ner is a mellluer or the staff of the State's Allorney's Oflice for and pursuant to the provisions 
of Article - Courts and Judiciall)ru~eeuin!;S, Sc~lion J·812 (U), is c/ur;!cd with the responsibility of tiling delinquency petitions, 

SECOND: TIulI ________________ is a juvenile and that to ·the' best of your petitioners. knowledge and belief 

the folloll'ing facts concerruII8 tlle juvenile arc true and accurate: 

DIIte of Birth . ____________ ~ _______ ,&x-----, 

Residence ________________________ -----_______________ _ 

'J'hal pending furdler proceedings ill tha aboyc":lItilled ~ause, the juvenile was released/detained fllr _._days as of the time of the fdinll 
of this petition/and the parelll has bllen notified. 

Custodian's Name ___ ----------""-----_____ --------__ ------

OUtod~'sAd~ess __________________________ .--------------____________________________ __ 

THIRD: That your petitioner verily bllHaves thai said child is a delinquent child under the provisions of Article - COUtu and JUdicial Proceed. 
inlll, Section 3.801 (j) by reasoll of thll following facts .11111 circumstances. 

mel. II there~ore wiLhin the jurisdiction of this Coun. 
Wbere{ore, you~ . petitioner prays this HCl!lcrable Court to assume jurisdiction, in this mallcr and, after proper hearins, to pass such 

order(l) u the Court may deem appropriate. 

AIlthoriz.ed By: State's Attorney for 

!nub offICer/Review Authority ~:------------------------------
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Form # 
I:~ Till:: C1HCUJT COUI~T 

FOR 

2 . 

COUN1'Y 
Sl'I"rlNl.1 A:t A ·JUVF.N1LE COURT 

~O. J[JVEN(.l..ES 

PEI'ITlO:-: rot: ,\ I"HO(;EEDING 
WITH REGAH.D Tn ,\ ,JUVENILE 

TO THE HO:\ORABLE. THEJlJDGES OF SAID coun'1': 

The petition of __________________________ resptlctfl!lly rcpr!!~I:!1ts 

unto your Honors: 

That the following named child under t~.{: ng<: of years is a C}delinquent child 

; neglected child C d~pend,ent child ~ ~entally hllndicapp~d child CJ child in n.oed uC supervisiun 
within the meaning and intenL of S ... ction iO·2 of Articie ~6 of the Annotllted Code of ~laryhllld.. 

~A~!E ________________ DATE OF BIRTH_' ___ SEX_RACE_ 

RESIDE:\CE ________________________________ ------------------__ ___ 

and is in the custody and control of 

parenti guardi:1lI __ -----------_- . who r~~id"s at ______________ _ 

Thi:i p~tition is fill:'<i for the rt!a~oll thut on ________ • _____ ~ ___________ _ 

in thl! County aCore:;aid 

WHEREFORE, Piltitioner r~spectfully prays that thE! Court make :;uch finding and pass such Order or Decree 
as thr: I3w provides. 

Authori;:l!u By: 

ftrlu,innshil' or Cun..:crn . . 
DETE:\TION PHIOR 1'0 HEAl{I:--fa 

r\,ldrl':io?> 

Jt~~prllldJ!nt \\'us D<!taill":u,:.I, ________ ....-___________ -- from ___ .,.....---

Ll' _______ ~ __ 
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Form # - 3 
OffiCi Of 

CLERK OF THE CIRCUIT COURT 

TruPHONf: 

Petitioner(s) Juvenile's Atlorney(s) 

r I 

L ~ L -.l 

, 

=~- -\ 
I r I 

~ L -.l 

r 

L 

r 

1;.... 

(b ~ tne matter of 

I 

I 

~ 

'. 

') 

r I 

L -.l 

Summons Issue : or______ ~,..._ . d f W·I,nes.eL , ______ -~---Notice mailedl _______ -----------

CASE NO. HEARING/TRIAL DATE TIME HEARING/TRIAl.ON -----.. 

. i 

Application for postponement must be made in writi~lg with copies to aU attorneys';"'ithinfive (5) days of rece!pt oCthi~ notice. i 
Please refer to Assignment Bulletin Board for Court Room de,signotion. '. ' , , ' 

Very truly yours, 

: r)J :.. y~_rr 
fr. ::'.' y. '~~" '~ tL(j 

Clerk 

C;ase 1'10. _______ '"':'""" ______ -

Trial date of _______ ------~-----...;..-~-:------_:.-,...- is ~~rebY a~kno":'ledged. 

... 
• ' fl· 

Date: _________ --;::-~---'----Allorney:--------

,_,_~~: .• 3 6--':::::.=,_~~_==_==""==",.._==""="'.':;'=:::;::,7.;:'_;;::,::::::::::::::.__:::::::::::':;c::_;===::_ _ _:_.:.:_.:=:,::,"-:"vi-:--'" ", • . ".-,-:::=~-~~"-" . 

Form #' 4 

IN THE MATTER OF IN THE 

STATE OF MARYLAND, 
TO: 

GREETINGS: 

, TO WIT: 

CIRCUIT COURT, 
FOR 

NO. Juvenile 

You are hereby summUII(!U to alterld u hearing in the above-entitled cause set for 
----_______ M. on the __ day of ______________ _ 

19 atthe Court House, , Maryland, for the purpose of ___ ~ __ _ 

--'-----------------------------------If you fail to attend. you will answur Cit yOU!' peril. 
ISSUED the duy of ________ -,-___ , 19 ___ . 

WITNESS the Honorable Chief Judge of the: I Judicial Circuit of 
Maryland. 

,"" 

CLERK 
T9 THE PERSON SUMMONlm: 'fAKE NOTICE that if the respondent is a child. it is 

necessary for both parents, Ut' guardian or custodian as. the case may be. to attend and 
produce the respondent at the heuring. The Court may, at this OF later hearings. consider, 
determine and pass orders alJecting any person who is properly before the Court. 
including but not limited to the Jctention/shelter care. commitment, custody, or,treatment 
and supervision of the respond'e!ll child; responsbility for his/her support and the amount 
thereof; restitution by the respolldent and/or his parents; and an assessment of Court 
costs. ' I 

The Court will surnmoll any witnessos, including character witnesses, whom you wish 
to appear in Court and testify 011 YOUl' behulf. List their names and addresses on the 
attached Requast" for Witnoss Summons und return it promptly in the attached self
addressed envelope. 

You may, if you wish, retain a lawyor to rapt'esent you or the respondent: if you do, 
be sure to show this Summons to him. If you cannot afford a lawyer and can qualify far 
one to be appointed to represent you or the respondent at no expense to you, contact the 
Office of the Public Defender' on any weekday between 9:30 and 4:30 at 

, Telep~one' Number: 

RE'fUR,N OF SEHVICE <) 

Summoned by Non Est: 
personal service and delivering a Other: 
copy of this Summons and the (, 

attached ATTEMPTS AT SERVICE 
to the said Date Time 'Date Time at ~_~ ____________________ __ 

on this _,....-- day of ______ -_ 
. 19 ___ _ 

By: ," o'.o'c'''" . 

Deputy Sheriff/Police Officer/Other 
JVL. -·14 
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Form # 5 

IN THE 
CIRCUIT COURT 

FOR 

NO. ________ Juvenile 

REQUEST POR WITNESS SUMMONS 

Mr. Clerk: 

Please summons the following: 

Name: Address: 

,------------------ --_ .. ----_._--_. 

to testify for the respondent at the hearlOa (li this COllS!? 

Sianed ____ ._._. __ . --
--::-..,.---,---

Respondent 

Ry 
(Parent. Guardian. Custod.ian or Attorney) 
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Form # 7 

.IN THE r1ATTER OF * IN THE CrnCUIT COURT 

* FOR 

* 
JUVENILE 

NO. JUVENILE 

NO'I:ICl~ OJ? RIGlIT 'ro counSEL 

As the attached Petition ShO\'IS, you have been c,harged in the Circuit 
r. 

Court for '. sitting as a Juvenile Court. Under 
, 

the Lali, every child ~o charged has the right to have a la·.,ryer. In 

order for the Court to ].;no\·/ that you halTe been advised of your tights, 

it is necessary that you i-nform us of your de,sire as to a Lawyer. 

Please complete this form by checl.ing the proper space. provided be-

101'1, signing, and return to us in the enclosed stamped envelo/?e. 

CHECK ONE 

( ) I eloct not to be representeJ by a'La~Jer. 

( ) I liill cl:tploy ny Olm laN'Jor. 

~.----~------------------~-------------------
( ) I request to be referred to the Public Defender.-

JUVENILE 
NITllESS 

DATE 

H-40 

I ~ 

IN THE MATTER.OF * 

* 
* 

**-i<-***** 

.----------~-., 

" 

~'orm 'If !:I 

IN THE CIRCUIT COURT 

FOR 

NO. J1NENILE 

WAIVER OF MINIMUM FIVE (5) DAY NOTICE OF HEARING 

M~ryland Rule 909c. provides for a minimum five (5) 
day notice of the time, place and purpose ofi3PY hearings 
scheduled pursuant to the provision of the Cha~ter 900 
Rules (Juvenile Causes). \~ , 

By signing this form, the parties hereby agree freely, 
knowingly and voluntarily to waive the aforementioned notice 
and proceed with a hearing on this 
date. 

Juvenile 

Petitioner Parent/Guardian 

H-41 

e 
il 
tl 
~ 

I, 

I 
1 



&f:"l 
~p 

"--

riM /J21 01 27 

I: 

IN THE MATTER OF .r, FORM _ if 9 
IN THE Clii.CUIT COURT 

.• )i- FOR 

-y.. 

NO. JUVENILE 

WAIVER Or: SEPAllAfE DISPOSITION HEAH.ING 

Pursuant to Section 3-820 (A) of the Courts and' 
Judicial Article, we, the undersigned, understanding that 
we have a definite right to have a separate hearing for 
disposition in this matter, freely, knowingly, and volun
tarily waive that right and request disposition be made at 
the conclusion of the Adjudicato:cy hearing~ 

~~~~--------------------------------~ Petitioner 

Respondent 

" 

Parent 

H-42 
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Form if 10 

IN 'rue: i'tA'l''l'ER O~ " * IN THE CIRCUIT COURT 

* * 

* FOR 

* 
* SITTING AS A JUVENILE COURT 

* 
* * * * * 

P£,;'l'I'l'lON L"OR l-JAIVER OF 
JUVENILE JURISDICTION 

* * * 

To the Honorable, the Judge of Said Court: I 

'fhe peti t ion of , Assistant 

state's Attorney for Maryland, respectfl,llly 

shows: 
,i ~ '. 

1. That the respi.lrident 

in the above-entitled cause, was born on the day of 

, 19 , and is now more than years 

of age. 

2. That the petition filed in this proceeding, alleges 

delinquency, to wit~ 

See sheet attached hereto and made a part hereof. 

3. And your petitioner further believes and alleges 

that the respondent, by reason of'the natur~ of the alleged delin-

quent act; respondent's participation in iti the public safety; as 

well as respondent's. age and l.~ck of amenability to treatment in 

any institution, facility, or program available to delinquents, is 

an unfit subject for juvanile rehabilitative measure. 

-WHEREf:'ORE, your petitioner respectfully prays that: 

A. The Court order a waiver inveStigation to be'made, 

pursuant to Haryland Rule of Procedure 913b.l 

B. The Court waive its exclusive ,original jurisdiction 

so that respondent may be tried in the appropriat.e criminal court. 

~.~. ------------------------~ 
Assistant State's Attorney 

CERTIFICATE OF SERVICE 

I hereby ce.rtify that on .this . day ,of 
19 , a copy of the foregoing Petition ~as mailed to 
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Form # 11 

IN THE MA'l"rER OF * IN THE CIRCUIT COURT 

for 

* FOR 

* 

* SITTING AS A JUVENILE COURT 

• 
* * * * * .. * * * * * • * 

ORDER POR IvAIVI!:R INVr:S~l'IGATION 

Upon the petition of the Office of the State's Attorney 

, for waiver' into Criminal Court the matter 

of the Petition (s) alleging delinquenc:y Of the above-named , 

Juvenile, it is on this day of _" _____ ~~------------

19 , pursuant to ~1ary land Rule 0 f Procedure 9l3b, 

ORDERED, that the Juvenile Services Administration of 

conduct a social study investigation of the 

above-named juvenile, and, ifsa:i:d Administration shall deem it 

necessary, make appropriate arrangemEmts for, said Juvenile to be 

examined by a qualified psychiatrist and/o~ psychologist. It is 

further 

ORDERED, that the Juvenile Services Administration make 

available to this Court at the time of the hearing on waiver, the 
,~, 

waiver investigation and report, \s~ch hearing on waiver not to 

commence until' the completion of, sjaid investigation and report. 

It is further 

ORDERED, that the Juvenile Services Administration shall 

cause a copy of the waiver investigation and report to be served 

upon counsel for the respondent at least five (5) days before the 

hearing. 

JUDGE 
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Form # 12 

IN TilE t-IATl'ER OF * IN nIE CIRCUIT COURT 

FOR 

* 
* SITTING AS A JUYENILE COURT 

* 
* * * * * * * * 

ORDER \-lAIVING JUVENILE, JURTSDICTION 

UPON consideration of the petition for W3iver of 
:: 

,Juyetlile Jurisdiction; the testimony of witnesses and argument 

at tbe hearing on said petition," and the respondent's age, 

day qf , 19 
", 

IT IS ORDERED, this 

by the, Circuit CO,urt for sitting 

as a JU\lenile Court that tlll."S Court's exclusl."ve "" l' :;" orl.gl.na Juris -

d~ftion ~n the above-entitled cause(s) b e, and it hereby ,Js 

waived; and 

IT IS l<'lIRTHER ORDERED that respondent be held for 

action under the appropriate, criminal procedure; and 

IT IS FURTHER ORDERED Chat the Clerk of this Court 

cause a copy of the Order to be served upon each of the respon

dents and the Stata's Attorney 'for 

JUDGE 

H:-45 

r 



if 
1 

i Q 

• 7 

Form # 13 

1108 TtiE JUUICltdlY 

POrtll !JO,J·Jl 

RECOGNI/:;\SCE OF j',W/::NT. C;U .. \HD! .. ~N. ORCUSTOf)!JlN 

I hen'by ucJ~/j{)lL'ln/g;!: 

1. That I (/111 tIll" parent, gllorcl;clII. or cU~(tJcliulI of _. __ , -----.-,--- --- , 

2. That lhl! ehild wus reh'os/,'cl into Illy cllstody al ____ o'docl~ or. " 19 _.., pending J]ossiUo'! jJmcl!l!dings 

ill the __ ",,_'_ COurt for _ City/COUllty, sitting as a JUF':lIile Court;-

,1, Thai, .us a conditiofl of Ill.' chilcrs rd('ClI:'!' I hcrt:iJ.v ClSS/lIII.' thc I"l!spullsi/Jili(v for r.'tCliujl/g custocly ami COlLtrcl1 of the 
child lind fur brillgiru: him beful'e Ihe cuurt U:/It'll u/'cl/!r.!il (0 c/o .'ill; , 

4. Tholl },tIL'€! po:;;C'd $ _ _ .,,-lIS $N'ul'ity (ur thl! chil.L (:P[:l'lIrtIllCt! in cOllrt, olld t"at all ur pari of it may l;~ f~lrfl!jt(!d if 
I {(lil to produce tire child when urdercd 10 du su; 

5. Thlllihe chilcJ may be ICl/~eTl into cuslody aIHl I III(lY bI! p/'ucL't:dl'cl acainst for COfl~l'I1lpt of cOllrt i{ I fail 10 prodllce the 
chilli bf:{ore 'he cOllrt,lulien ordered ttJdo so. 

G, That I will flllmedialdy I/otify the Clcrll or the JIIl'<'II ile CO/lrt at 

~ orallY III!lU addrC's!> {or /lie or,the child. 
~ /'---;·~d,.~;drtu 
,.'{ , 

Addrt .. 

0..1, 

R.:u.9/76 

! 
i 
• 

----.. " JUV1,:NIL;:; CO~U);,CT FORH H:r 

CONSENT FOR VOLUNTARY m~'l'lJRN BY RUNA;hY 1 i:,;!JC.,PBE OR ABSCONDER 

~tBtr1bution 
:t:JJ '. 
~ ~inal Court tile 
1 copy - Juvenile 
1 copy - Recoiving !:itate Compact Adinin. 
1 copy Sending ~ta.te Compac t Admin. 

It ________ ~~--~~------____ - recognize that I rightfully belon6 with 
(Juvenile) 

____________ ~~ __ ~--~~~~------in 
(Legal custodiun) (Location) 

and I voluntarily conoent to return 
or in the company of such per~on as 

there without further formality, either by myself 
the apPl'opriatc au,thority may appoint for the 

purpose. 

Date 
.. 

~igned ____________ ~~ __ ~~~--__ ---------
,(!1uvenile ) 

_______________ , Jud~e of ______ ~--_-----------
(Court) 

having informed the juvenile named above 01' (his) (her) rights under the 
Compact on Juveniles p;~'ior to the exeeu tion 01' the .toregoingconsent, do 

r~:.h .. ~t tha voluntary return 01' said juvenile to 

Interstate 
hereby find 

in 
\~ , (Legal custodian) 
""', is appropriate and in tht: beat inte:rest of said 

" (Loea tion) 
juvenile, and do so order 6uch return us provided belowr 
priate item). 

1. Accompanied by 
2. Unaccompanied 

(fill in or check appro-

"-"'-, 

3. Via, _____________ ';'pproximnte departure date and time _________ _ 

I Scheduled arrival date und time ____________ _ 

Date 
Si8

ncd ----~~~--~-------------------(Judge) 
••..••.•.••..•....•.•.......•.... ~ ..... 

~ BE COMPLETED ONLY IF COUNSEL OR GU,UmI,lN AD LIT:~N IS APPOINTED: 

,It ________ ~_--__ being the (check one) coun::;el _____________ _ 

guardian ad litem ____ _ of ________ ;.... __ , recognize and agree tHat 

said juvenile should return to __ ~ __ ~--~~~~---1n,------~----~~--__ --____ __ 
(Legalcu::;todi£m) . (Location) 

~ither.unaccompanied or in the company of such person as the appropriate authority 
4a'1 appoint. I hereby consent to such return. I 

(1):"\ 
~. 1 " -"w:te Signed 

(Counselor guardian ad litem) 

(The above !ormi~ to be certified or authenticated in accordance with practice ot 
the court. See Article VI of the Compact for further det~i16) 

Form III 
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CUll" 

TELEPHONE 

, ' 

i, () 

'" 

QIirtuU OInurl for 

Re: 

;'" Please be advised that the above entitled ca.s~! which was 
scheduled for hearing on , 

--~--~~~------,has been postponed, Cilld your appearance in Court on this date 
. IS NOT REQUIRED. You will be summoned when this case is 
re-schedured for hearing. 

Thank you for your cooperation in this matt~. 

Very truly yours, 

I •• -' 

P.S. If you have any questions, please call the Juvenile Dept., 
at 
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\VUIT OF HABEAS CORPUS 
(Ad TestHicnndum) 

State of Md. vs .. 

16 

No. ____ ..... ___ -' __ ._ ... _. _ .... _ ..... __ ... ~ .. ___ ._._. __ ..... 

THE STATE OF MARYLAND to .. _. __ .... _ .... -.-.-.-.--.. --.... - ... ---.. - ... -- ....................... _ .... _._ .. __ . __ . __ .... _ ..... _ ..... _. 

You are hereby commanded to hnve the body of . _____ .. ___ ........ _____ ................ __ ...... __ ..... _ ... _ ....... _ ...... __ ., .. . 

........ __ ...... _ .. _._ .. _ ...... _._.:... ............. _ .... -._ ...... _ .. ___ '-., -.-------.. -._ .. _ ... _ ..... now detained under your cu~tody. 

before the Honorable Judges of the Circuit Court fa l' _ ; on .... __ ._ ...... ~ ...... _ .. _ ........ _. 

. __ ._ .. __ .. ___ -..., __ . ___ ._ .. _._._ ... ___ .. _ ...... __ , at . ____ '''_''''._ .. _. A.M./P.M: _ ... ,_ .......................... _ """_" 

,---.,.., _._---,' -' _._._._._ .. _---._ ... -.... __ ... __ .......... _ .. _---. __ ..... _._--..... _ .... -_ ...... -...... . 
and have you .then aM. there this writ. 

Witness the Honorable Chief Judg~:,of the said Court. 
,'" ;'!--::/ 

Issued this . ___ .... _ .. _' __ day 01 .... _._ .. __ ........... _ ..... __ ........... .)(\._ ..... _._, 19 ........ . . \ . , 
" 

'':.>~0_ 
. ~ .. 

\\ .. \')' .......... -_ .............. _-_ .. --........ -_ ......... - ... _ .. _-----'! ..... _ .... "!' ... -.-.. _-..... _-

c.{erkol Ci'rl7l4ie C01crt, • . 
CIL-I? 
hlllCe. 

.-:T'~~;:r_:.7,_:_ .. ~:___==,-:::::'-:-::::::.-:::::::;r:-..:::;;.:.::::;:::;...~J:::::::;-=;.=.=."lU-! ...... ...,..""'-'""''''.~ .. , .. 
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