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REPORT ON THE TECHNICAL ASSISTANCE VISIT
TO THE_COMMONWEALTH ATTORNEY'S OFFICE
BOWLING GREEN, KENTUCKY
NOVEMBER 20 - 21, 1980

;ﬁgtMlNAL PROSECUTION TECHNICAL ASSISTANCE PROJECT
LEONARD R, MELLON, PROJECT DIRECTOR

WALTER F. SMITH, PROJECT MANAGER

This study was performed in accordance with the terms of Law Enforcement
Assistance Administration Contract #J-LEAA-010-80.
\/\ﬁ_——

- The views expressed in this report are not necessarily those of the

Law Enforcement Assistance Administration.

Bureau of Social Science Research, Inc.
1990 M Street, N.W.
Washington, D. C. 20036

T O I P

s

==

€

===

.

i R

e I s

111, SYSTEM OVERVIEW . . . . . ,

.

INTRODUCTION

SUMMARY OF RECOMMENDATIONS .

ANALYSIS . .

A. Intake Control and Police Reporting .
B. Case Tracking and File Control
C. Budgeting and Management .
D. Space Utilization . .

E. Use of Statistics , ., .v.

TABLE OF CONTENTS

* 9 e o

F. Miscellaneous .

. VictimMitness Unit .

2. Diversion .

3. Arbitration and Mediation .

CONCLUS 1ONS

Appendix A .
Appendix B .
Appendix C .
Appendix D .
Appendix E ,

P O ey

o 21

Fovenin,

Ty
s,

i

e+ =



SRy R N O

e .

|

-

s

—y e mn - n e a < S PR T—— - ey
e T S om e b et vyt - e

INTRODUCTION

On November 20 and 21, 1980, a Technical Assistance team from the <
Criminal Prosecution Technical Assistance Project visited the offices of -~
Morris Lowe, Commonwealth Attorney for Warren County, Kentucky. The
Technical Assistance team examined the Commonwealth Attorney's management ~
and operations functions in accordance with the terms of a contract with
the Law Enforcement Assistance Administration. Members of the team
inciuded: :

Leonard R. Mellon - Project Director
Criminal Prosecution Technical
Assistance Project

Washington, D. C.

David H. Bludworth - Consultant’

State Attorney
Palm Beach County, Florida

The purpose of ‘the visit was to examine the various process steps in thec
office in order to make recommendations for a more efficient handling of-~
the felony caseload there. Specifically the Technical Assistance team
evaluated the office's use of investigatofs, their docketing system, their .
filing system and their use of statistics. An overall assessment of the .
entire office was not attempted, nor was it desired. The purpose of a
technical assistance visit is to evaluate and analyze specific problem areas.
It is designed to address a wide range of problems stemming from paperwork
and organizagional procedures, financial management and budgeting system,

space and equipment requirement and specialized operational programs, projects

and procedures unique to delivery of prosecutorial services.

*Vitae are attached as Appendix A.
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The Technical Assistance program is designed to provide the prosecutor
with a quick response and a short turn around time from the initiation of
the request, to its approval'by LEAA and subsequent delivery by the Technical
Assistance contract. Under ideal condﬁtions, the prosecutor does not have
to wait long for assistance.

During the visit, interviews are conducted with those members of the
office who are.most directly involved in the problem area. Their functions
and tasks are examined as well as their perceptions of the problem. The
flow of paperwork and the statistical system may also be examined if they

are problem areas. Interviews may also be conducted with personnel involved

in other component areas of the criminal justice system such as police,
courts, and the public defender's office.

The basic approach used by the Technical Assistance team is to examine
the office with reference to its functional responsibilities. This means that
the process steps of intake, acéﬁsation, tfials, post-conviction activities,
special programs and projects, juveniles and other areas are examined, as
required, with respect to their operations, administration and planning
features. Taking a functional analysis approach permits observation of the
interconnecting activities and operations in a process step and identifi-
cation of points of breakdown if they exist.

Once the problem and its dimensions have been specified, an in-depth
analysis is made which results in an identification of the major elements
and components of the problem, and an exposition of needed change, where

applicable.
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After the problem has been %ully examined, fts dimensions discussed,
and tﬁe énalysis of the crit}cal component factofs‘unaertaken; recommendations
that are practical and feasible are made.

The visit to the Warren County Commonwealth Attorney's office focused -
on the problem of fesource allocation and management areas such as their_-
docketing and filing system, the use of investigators and support personnel -~
and .their use of’statfstics.‘ In additjon, sevefal.éreas.were examined such _.
as special programs and space utilization to determine if thequere serving ~
the office in as efficient manner as they could be.

The Technical Assistance team would like to thank Mr. Lowe and his
staff for their cooperation and assistance during the visit. Reception of
the team was excellent, and the staff's willingness to discuss the strengths

and weaknesses of the office was of considerable assistance to the Technical

Assistance team in carrying out its tasks.
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SUMMARY OF RECOMMENDATIONS

Develop a uniform complaint and booking fbrm.for all felony cases.
Devise a docket entry book to log all complaints as they enter the office.
Insist that the sworn to complaint be delivered to the office within 24
hours of every felony arrest.

Review every felony arrest and require the principal arresting officer
to come to the office within two weeks of the arrest to present all
hollce reports and to discuss case diéposition.

Gef a copy of~the Distriét Couft calehdar_br docket.or some record of}
what is taking place in District Court on a daily basis.

Replace the current case trécking system with an index'card system.
Review and inventory all felony warrants over one year and continue

to do this on an annual basis.

Create a tickler or suspense file system to use as a reminder of

future action on a case.

Create new file folders based on the model in Appendix D.

* Separate active case files from inactive and closed cases.

-

Seek at least one additional secreéary and one clerk in the upcoming budget.
Develop a long-term set of objectives for the office.

Designate a secretary to opea all incoming correspondence and keep a

log of important correspondence for the office.

Hold monthly meetings with the various law enforcement agencies.

Rearrange office space so that each attorney has s private office.

Using the new case tracking system, create statistics for the office.

Insure the continued existence of the Victim/Witness Unit when the

federal funding runs out.

Insist that the Warren County Probation Office notify the office when

a diversion candidate has successfully completed probation.
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I1l. SYSTEM OVERVIEW

Morris Lowe has been the Commonweal th Attorney for a period of twenty-
one years, and prior to that he was an assistant commonwealth attorney there.

He directs a staff consisting of two assistant commonwealth attorneys, four

detectives, one secretary funded by the state of Kentucky, one secretary

assigned to the Victim/Witness Program funded by LEAA, and one secretary

funded through the CETA Program. Additionally, there is-a high school

student who acts as a clerk in the office.

Warren County has a popufation of approximately 58,000. There are
four police agencies who work in the jurisdiction with the largest police
agency being the City Police bringing approximately fifty percent of the
workload into the Bowliﬁé Green Commonwealth Attorneys office. Warren
County recorded 982 Part | offenses last year with the most brévélaht

being theft, burglary and assault. The Felony Trial Court operates with

"a backlog that presents problems generally for_the‘Commonwealth Attorneys

office.

The characteristics of the charging process in Warren County reflect
the Commonwealth Attorneys lack of opportunity to review police charges
before they are filed in court. After the complaint is received it is
generally less than one week before cases are brought before the Grand
Jury, which has scheduled weekly meetings. There appears to be a very liberal
use of the Grand Jury to wash out cases by the Commonwealth Attorneys office.
Approximately fifty percent of the Commonwealth Attorney's caseload comes
from the’District Court. In that court judges will not amend the complaints
with the result that everything that is filed there generally goes to the

Grand Jury. Both assistant commonwealth attorneys in the office routinely

Ao
nriemt

i

present cases to the Grand Jury. However, any decision recommending no

true bill or reduction to a misdemeanor usually needs prior approval by

the Commonwealth Attorney. '

| The Commonwealth Attorneys office routinely schedules pretrial
confereﬁces but they_are not_used as plea cut-off dates after which offers
are withdrawn. The assistant commonwealth attorneyé always use an opén file
policy with the defense, and are generally allowed to negotiate pleas.

From an evidentiary prespective the majority of cases that go to trial can

be characterized as marginal. In addition, after a conviction, the office

~usually participatgs in’making sentencing recommendations.

The Commonwealth Attorney, Morris Lowe, is held in very high esteem

. by the judges, !ay enfor;ement agencies, and citizens for ‘whom he Serves.

This respect gives him the opportunity to suggest and implement changes
that need to be made in the administration of justice in Warren County.
However, as Warren County continues to grow, there is a more pressing need —
to establish sbme uniform procedures to administer the cases in the Common-—

wealth Attorneys office. )
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IV. ANALYSIS

The analysis of the Bowling Green Commonwealth Attorneys office
focused on the problems related to organization ia the office. Management
areas such as file control, case tracking, and the.use of statistics were
also examined. The examination focused on: (A) intake control and police
reporting; (B) case tracking and file control; (C) budgeting and management;
(D) space utilization; (E) the use of statistics and (F)miscellaneous concerns
including the Vic?im/Witneés pfogram, the pretrial diversion program, and

the use of arbitration and mediation in the office.

A. Intake Control and.Police Reporting

One of the keys to the Commonwealth Attorneys caseload gccountability
is to control the intake of felony cases. The current system or lack of
system has a number of untontrolled entries into the justice system that
need to be addressed.

At the present time, most arrestsoccur from probable cause determinations
with complaints being sought after arrest. Since the Grand Jury meets every
week, most arrested persons are held w}thout sworn complaints for several
days. Preliminary hearings are rarely held in Warren County because of the
weekly Grand Jury sessions. The/Technfca] Assistanceifeam recommeﬁdslthat
the Commonwealth Attorney develop a uniform complaint and booking fprm for
felony cases.

This uniform complaint form would include information on the

defendant, the offenses charged, the amount of bond or any holds or detainers

against the defendant, witnesses and their addresses, any physical evidence about

the defendant, and a sworn statement by the investigating officer. A sample
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of a complaint form is attached in Appendix B. Also included in Appendix B
is a copy of the National Center for Prosecution Management Model police/
prosecutor report. Either of these two forms may be ammended for use‘by tﬁg
Commonwealth Attorney.

Once the office receives a copy of the sworn-to complaint of_arrest
it should be logged fﬁto'a docket entry book by the secretary in charge.
This can be a manué!.system~and only one should be maintained to provide
for uniformity, acéountability, and control. A dockétiﬁa' system and the
use of statistics for the prvSécutors office will be further elaborated in
Section E of this report.

There will be some cases that do not have the evidence to substantiate
the offense. This sh;uld be documented by a written memorandum and filed
for record in the Commonwealth Atfdrneys office. Thére‘abpears to be &
very liberal use of the Grand Jury to wgsh out these cases. It is the
Commonwealth Attorneys.duty to make decisions baéed on the Fécts and the
police officers Input which will occur at tﬁe filing or screening appointment.
It is commendable that cases are expeditiously taken before the Grénd Jury.
provided that the Coﬁmonwealth Attorney has had ample opportunity to review

the case so that prosecutorial decisions can be made. Gerstein vs. Pugh,

420 U.S. 103 (1975) can be satisfied and should be addressed by requiring
that the sworn complaint be delivered to the Commonwealth Attorney's office
within 24 hours of every felony arrest. This, should. not cause the police
agencies in Warren County any problems and they have indicated their will-
ingness to cooperate in this matter. It would also provide the jailer with
the baperwork that he need; to hold arrested persons. Many pplice officers
are already notary publics and the aVailability of persons eligible

to take sworn complaints seems to be present. If this sworn to complaint sets

forth a Kentucky code offense, it eliminates the necessity for a preliminary
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hearing and can serve to delay presentation to the Grand Jury. The Technical
Assistance team recommends that every felony arrest be reviewed by the
Comwonwealth Attorney's office and that the principal arresting officer be
rquired to come to the office within two weeks of the arrest. The purpose
of requesting the arresting police officer to come to the Commonwealth
Attorney's office is to have the officer present all police reports and to
discuss case disposition with the reviewing assistant commonwealth attorney.
Another area that Is problematical for the Commonwealth Attorney's
office in establishing an intake and review function is the volume of cases
that is received from the District Court. It is estimated that approximately
fifty percent of the Commonwealth Attorney's caseload arrives from the
District Court. The District Court judges will not amend warrants with the
result that a high percentage of cases filed there move on té the Grand
Jury. At the time of the technical assistance visit, the Commonwealth
Attorney had no knowledge of the volume or ;he content éf these cases prior
to the time his office received them. It is the recommendation of the
Technical Assistance team that the Commonwealth Attorney receive a copy of

the District Court calendar or docket or some record of what is taking place

in the District Court on a day-to-day basis.

t

B. Case Tracking and File Control

At the present time, there is no case tracking or file control system
established in the Commonwealth Attorney's office. The system which is
currentiy used is one in which all three prosecutors in the office try to
maintain personal knowledge of the status of all existing cases. This
"system'' is both ineff;cient and time consuming. 1t is the recommendation

of the Technical Assistance team that this system be replaced immediately

by one that is based onn file cards only, in which data are kept in two files.
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Two file cards are necessary to track cases using this system. These
cards mavy be of any design, but a suggested format is attached as Appehé}x C.
This form is désigned in three parts with a snap-out carbon paper_in
between each part. Information as 'to case number, defendant name and charges
should be typed onto these two cards. By using the snap-out carbon paper,
it is not necessary to type duplicate information. For maximum effective-
ness, all of this information should be entered when the case is brought
into the office. The‘reviewing assistant may also record remarks as to
why the case is being dismissed or downgraded.

The two cards should then be filed in théir respectivé locations.
The first copy should be filed alphabetically to become the active defendant
index file, much like the current file which is kept at the trial stage.
When cases are closed, the card may be removed to a closed portion of the
file. This will become a quick reference as to whether the defendant has
been through the criminal justice system before.

The second card should be filed according to the next event and
then by date within that type of event. This file becomes the master
calendar record. One section should contain cases pending arraignment,
another those pending trial and a third section for cases pending sentencing.
Other sections may be added as needed. - ‘Under this recommended system,
a clerical employee should pull the appropriate cards from the alphabetical
file and the calendar file and post information on these two cards. The
files should then be returned with the cards to the filing drawers. Both
file boxes should remain in the central records off}ce.

Each card has three sections. Information abqut the defendant and the

overall case is typed in the first section. The second part contains infor-

mation regarding complaints, court numbers, charges and disposition of charges.
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The back of the card contains both the event history and the sentencing
information. The Commonwealth Attorney may choose to change this format,
however, this general type of data has been found to be useful in many places.
It is further suggested that, if the cases in Warren County have not
been reviewed and inventoried, steps should immediately be taken to
ensure that this is done. The Technical Assistance team recommends that
all outstanding felony warrants over one year old be reviewed to determine
whether a case can be sustained by available witnesses and proof. In
addition, it is recommended that this procédu;e be performed annually 56
that no cases over two years old will appear on the dockets unless there
are unusual circumstances with the case such as mental capacity, etc.
A case tracking system is enhanced when a case register caﬁ be prépared.
This can be done by ehtering defendant's names sequentially as cases are.
received. In that case it is desirable to arrange a case register by date
so that a convienient key exists for accessing defendant names in the
register. Case progress can be recorded on an index card or a register.
If a card is used, that file should be utilized as the case register.
Another essential component of a centralized case tracking system is
the creation of tickler or suspense files. Tickler files serve to remind
the clerk that somethiné specific, invelving the case filés, should be dgne
on a certain day. In the Commonwealth Attorney's office a number of case
processing steps require setting dates for future éction. For ease of
operation, it is the recommendation of the Technical Assistance team that

tickleirs or reminders for each of these steps be maintained separately.

A brief description of the organization of a tickler system follows.
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A tickler system can be a three by five card prepared at the same
time the date is set for future action on an individual case. The card.is
then placed behind a time marker and remains untii“call-up, for example one
week before a court date. In some cases, lead time for preparation work
is required. In such instances, the card can be filed for a specific
action date and pullea in aavance. |

A register type qf tickler system may also be used. A separate sheet
of paper is required for each date and then every case that is to be actéd‘upon
_is recorded on the appropriafe sheet. These pages can be maintained in
a three-ring binder. Like the index card system, the regfster serves to
indicate the date when cases are scheduled for action. ‘One disadvantage
to this method is that whole sheets must change and more work is involved
for each exception to the general case processing.

Some offices have arranged their case files and central files to
reflect pending case actidn. -However, using such a ff]ing procedure breaks
up the normal sequence and. also creates problems for file retrfe;al as there :
is no standard other than future action oh which to base location.

File control is a serious problem in the office as it is presently
structured. It is too often difficult to locate files which are not in
the filiﬁg cabinets. It is essential that even in an office with only
three prosecutors that a file log be maintained so that it can be readily
ascertained which of the three prosecutors has a case file in their possession.

The file folders being used at the present time were found to be
unsatisfactory since theyigo not cont;in any space on the cover for,pért;nent
information as to case history, dispositions, etc. . A model case jacket

designed by the National Center for Prosecution Management is attached

as Appendix D. The Technical Assistance team recommends that the Common=
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wealth Attorney adapt this model to his needs and adopt it fer case file
purposes.

In the reception area of the office, there are a number of filing
cabinets containing both current cases and those which have been closed.
The Technical Assistance team recommends that all of the closed cases
be purged from this file and stored in an area that can be used
for storage. .

With reference to closed cases, when a case is closed and all action
is completed, the case file should be removed from the central file and

placed in storage. Thus, while new cases are constantly being entered

into the central file system, the closed cases are constantly being removed.

Removing the closed case files from the central file area should not -
be the last step in the life of that case file. Closed cases, although.
they can be maintained in a storage area, in boxes specifically designed
for storage, should not be permitted to-accumuiate indef?nitely. A specific
retention period should be established by the Commonwealth Attorney for
closed cases. Then, when closed cases reach this predetermined age, they
should be destroyed.

Destruction of the case file folder should not mean that all of the
Important data and information -
regarding each case is maintained permanently, or for a specified period of

years, by the police agencies or the court. The Commonwealth AFtorney's

Y
%

office should also retain the index card related to the case which will
then relate the case to the available police and court files.
One system for organizing and managing clo:ed files for dlSPOSItIOﬂ

that has been found useful in other prosecutor offuces is to segregate them
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~ be removed from the active flle area.

{Eheld in storage in the same manner as the closed cases.

T

from the active files as soon as they reach the closed status. Some

accumulation of closed file cases may be permitted in the file area for a

specified period of time, however, this accumulation period should not -

exceed one year, During this time, cases may be inter:filed in numerical

or alphabetical order. Thus, at the end of the accumulatlon perlod the

cases will all be in numerlcal or alphabetical order for that period.

Notations as to the closing date should be made on the master index

card. The cards in the master index should then be maintained in seperate

~ groups refiecting active and closed status. When the case is closed and

the cards SO noted, the flle should be removed from the active category and

placed in the closed category, triggering the removal of the closed case

file folder. At the end of the accumulation period, the collective closed

case folders should be removed to a storage area and held until the

retention time has been met, at which time they may be destroyed. Should

it be necessary to locate a closed case file folder while it is in dead
storage, the index card will indicate the cTosing date and access can be
made quickly to the apprepriate group of closed case files. <

Inactive case files should also be separated from active case files to

maintain the efficiency of day~to-day operations. The dnspos:tzonal process

for inactive case flles is similar to that of c!osed cases, but alternatiyve

or special consideration should be given to tﬁé ihactive category depending

upon local office needs. A waiting period for inactive case files should be

predetermined by the Commonwealth Attorney's office after which they should

Inactive flles can be grouped and

[&

The index card for

I\Y

each ‘inactive case should be approprlately marked
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Some offices’ inter-file the inactive case files with their active case
files. The advantage to this approach is that the numeric sequence of the
files is not disturbed. The disadvantaée is that open case counts cannot
be taken, the inactive case files are bigger and unwieldy and, ag the
case file doubles in size, the personnel time required to broces; the
files increaséé by thirty percent. Inactive case files sHould be removed
from the central file area periodically, although segregation of the
inactive files does not remove them from the information system. It merely
allows a better use of the expensive office space and provides the needed

active filing floor space.

C. Budgeting and Management

The TechnicalvAssistance team, after interviewing the Commonwealth
Attorney and his two assistants, determined that a more systematic approach
should be taken toward.budgeting, Budgeting requires a planned effort, .
particularly when the State 'is the funding source. A useful adage is
"Ask and you may recéive, but if you don't ask, forget if.” The Technical
Assistance team recommends that the Commonwealth Attorney document his
WOrkloéd to include number of cases, complaints received, and other
required duties whiéh will enhance his ability to receive additional resources
needed for prosecution personnel and programs needed in Warren County. [t
appears that the most critical need facing the‘Commohwealth Attorney at
the present time is additional secretarial pefsonnel and clerial assistance.
The Technical Assistance team recormends that at least one additional

sécretary and a clerk should be sought in next year's budget. There is

enclosed with this report a copy of the publication ""Budgeting for the

. Prosecutorugérepared by the National Center for Prosecution Management

Q
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and the National District Attorneys Association which the team strongly

recommends the Common%ealthmﬁttorney adopt as a method for compiliﬁg
and submitting his budget.."

Managing the criminal éaselbéd in an organfzed'and efficient manner
appears to have been given a low priority by the Commonwealth Attorney.

A concise and clear procedure for administering the casesfis,needed so that

I
O

accountability can be established. Accountability includes uniformity in
handling similar cases and also recording and documenting reasons for exer-

cising the discretion that rests with each attofney in the office. The

-Technical Assistance team recommends that the Commonwealth Attorney

develop a long~-term set of objectives aimed at eliminating crisis management
in the handling of_the'criminal caseload. There is no reason why the
Commonwealth Attorney's office could not be sufficiently organized to allow
for non-crisis managemenf of the felony caseload. Crisis decisionmaking
appears to be more preValent than Shoula exist if the goal of prosecution
isato bq measurably equitable and efficient. The implementation of

delegated duties with broad policy guidelines would allow the Commonwéalth

" Attorney much more time to try those cases he wants to and to be confident

that his discretion ?s’documented by running an accbuntable office.

The secretarial aﬁd investigative personnel need.to be briefed‘on’thg |
overall picture of the Objeétives thaf the Commonwealth Attorney has or
seeks‘to accomplish, [t appears that much of the pretrial work reléted to
the files can and should S; done by thebsedfetary.ﬂ If some‘trainiqg were
given regarding the memory typewriter to the secrétary, many functionsfand

responses could be standardized and expedited. For example, many of the

forms used in the office could, for the most part, be written so that all

-
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-Monthly meetings with the sheriff, chiefs of police, college chief znd other: .

.enforcement effort in Warren County.
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blanks are flush on the left enabling the memory typewriter or manual
typewriter to reach them more easily. The use of NCR paper for multi-copy
require& forms would save time and money in prccessing cases.

 The investigators are operating very ﬁuch like paralegals and this is

appropriate for an office of this size. They can handle walk-in citizen

complaints and document their results. However, they are also available

to work on indicted cases and it is recommended that they be more effectively

used by the Commonwealth Attorney's office.
Another management area that deserves attention is incoming
At the present time, there is no record kept of incoming

correspondence.

correspondence in the Commonwealth Attorney's office. All of the corre-

- .spondence is geherally taken by the Commonwealth Attorney, opened and read

with no formal system of\aistribution. ‘The Technical Assistance team
recommends that all incoming correspondence be opened by a secretary,
stamped with the date received and a log kept as to important correspondence

‘received.

Finally; managing the relationships with the various law enforcenent

' agencies needs to be addressed by the Commonwealth Attorney's office.

-

" law enforcement agencies would be a good way to give direction to the law

Included in these meetings could also

, o ) . :
.be periodic explanations of the case law and other statutory changes that

-affect law enforcement in the county.

bt
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D. Space Utilization
'Presentlthhe~CommonwealthvAttorney shares office space with his two

assistants. There is ample space in the Commonwealth Attorney's office for

the Commonwealth Attorney to put himself in a separate office and vertically

iet decisions come to him. He should also delegate.the intake responsi-
bility to his assistant wifh the most experience but retain supervisory
~-control. It is the the recommendation of the Technical Assistance team |
that all three attorneys in thg office be given separate offices so they

-would be able to work prfvately on their caseloads. The back offiée fn’

the space presently maintained should be changed to provide an office for -

the Commonwealth Attorney.“ His office should not be as readily accessible

to the public as it presently is, since an excessive amount of time daily

.o is épent on matters which should be handled by other peisonnel in the office.

E. The Use of Statistics

Vs

-..ln the initial interview with the principal actors in the Commonwealth |

Attorney's office it became evident that the office does not have a

~ formalized system for keeping statistics. Some general statistics should

. be kept by the Cdmmonwealth Attorney's office. These statistics will assist

,hfh in'managfng the case flow in his office, instituting ihtgrnal evaluation
'ﬁrocedures, allocating resources effectively and prediéting the need for
--additional resources in the future and informing the public/of the work
~accomplished by the Commonwealth Attorney's office.,
‘At Is the recbmmendati;n of the Technical Assistance teém that the

~c0mm6nwealth‘Attorney begin keeping statistics by making a'détermfnation
—"to cohnt‘casesﬁandigefendants as they enter the system. This can“be

accomplished manuaiay by the use of a tally sheet such és Form 1 fbund in

Appendix E. This form is a weekly intake report to be filled out each day

&
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by the use of simple hash marks in the appropriate boxes. The amount of
detail which is to Se used may be determined by the needs of the Pfosecutor.
On Form 1 both cases and defendants are counted, and the detail is sufficient
to permit analysis of changes and charges filed, as well as cases accepted,'
referred or rejected. The clerk enters a hash mark in the appropriate box
t; indicate the result of the intake process. ;o

At the end of the week, all of the columns are totalled and the monthly
total from the previous weeks report is entered in the next to the last row.
The new monthly total to date is obtained by adding the weekly total to the
monthly total from the last week. |

Form 2 in Appendix E is a disposition report having basically the same
format as the intake report. The heading should include all poséib?e
dispositions.” While théS;;may vary from one jurisdiction to another, the
most common ones are listed on the form. Cases and defendants reaching
dispositions for each day are recofded in column 1. The upper half of the
first biock should be used todshoﬁ the number of cases reaching final
disposition and the bottom should show defendants. In all other blocks
along the table, only defendants should be counted, as there are too many
variations in the disposition of individual cases invelving multiple
defendants to use cases as the basis of the count. Therefore, the various

categories such as pIed/to original, pled to reduced and so forth all refer

to the number of defendants.

e

I

.5120 -

There are several ways in which this “information can be collected.

It has been found to be highly successful to either analyze the court

calendar for each day which has been appropriately annotated with the court

room results, or to use a master list of all the defendants reaching final
disposition in a given month. To use the latter approach, a form such as
Form 3 in Appendix E should be used. Each day, whether the calendar is

prepared in the Commonwealth Attorney's office or returned to the Common-

wealth Attorney at the conclusion of the days work, a clerk should review

the calendar to obtain the information and place it on this report. The
date called for on the form is the date that the case was héard. The case
number, the defendant's name, docket number and charge should be listéd
individually and the dispésition should be shown for each charge. The

ﬁ%me of the assis;ant’commonwealth attorney who tried the case or handled
-thé plea and of the trial judge, if applicable, should also be listed.

The disposition category should correspond'ko the weekly disposition report.
The clerk should determine what occurred for each defendant at the trial

or pleaand mark only one column. At the end of the day, this information

should be ‘transferred to the weekly summary report.

Form 4 in Appendix E is an example of the calendar report. This
report measures the amount of delay arising in the system and the reason
why it is occurring.. The first column-indicates, for any given day, the o

total number of cases scheduled. The thifg column, '""Defendants Rescheduled!

-is a measure of the number of continuances being granted during a -particular

.day. The next boxes enumeréte,the reasonS‘Why the defendant Qas rescheduled.
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This will"show)whether delays in the systems are due to court backlog,
progﬁcutorrrequésted continuances or defense-requested continuances.

B* using these four forms, the Commonwealth Attorney will be able to
keeb dsefulastatistics for the office with a minimum of burden ‘to the

clerical personnel who will be performing these tasks.

F. Miscellaneous £
. Victim/WEtngﬁs Unit
At the present time, victim/witness matters are handled by one

detective and one secretary both funded through the Law Enfgrcement Assistance

Administration. The Warren County Victim/Witness Unit directs witnesé

notificatioh through the use of mailed subpoenas which include instructions

for the witness to call a special witness phone number to make‘sure that

their case has not been continued and will be heard on the scheduled day.

This special witness phone line is answered by the Victim/Witness Unit during.

-working hours and is attached to an answering machine in the evening to

allpw 2L hour>information on schedu[gd cases. The answering machine gives
a breakdown of which‘éases are scheduled to be heard the following day and
witnesses who wefz scheduled to appear But who do not hear their case on

the recorded message

&

for an update on their case.

are instructed to phone the office the following day
This system saves the Commonwealth Attorney's
office money by only having those witnesses appear who have caseﬁffhat

I

will be heard each day. It also benefits witnesses, savins them"Time and

4batience‘by not bfinging them to the courthouse needlessly.

The Victim/Mitness Unit of the Commonwealth Attorney's office was

£ e

obsérved to have a good:workiné relationship with the sHeriff'sédEpsgfment‘

T

- == sy B 3
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for locating witnesses and transporting witnesses who have no other way to
come to the courthouse. At the present time, .the unit handles approximately

225-250 witnesses each month. The major p}oblems facing the VictimMi tness

‘Unit were problems locating witnesses. These problems stem from a lack of

residential phones in some areas of Warren County, witnesses who are

Yhabitual movers', and from the law enforcement agencies who are not including

witness addresses with names .in the police reports.

uTﬁese problems are endemic ‘to many rural area prosecutor offices. The
Technical Assistance team recpmmends, however, that the Commonwealth |
Aftorney meet with the representatiQes.from the various law enforcement
agencies to convince them of the need for them to include witness addresses
in the police reports. |

Finally, it is also the recommendation of the Technical Assistance
team, being awaré of the decline in federal funding of programs such as
this; that the Commonwealth Attorney take every possible step to have this:

dimportant and well-run function of his office continue through state funding

-when the federal funds have been depleted. . A Victim/Mitness Unit is cost

effective, creates a greater liklihood of witnesses coming to court, and

- ‘enhances the willingness of witnesses to cooperate in the prosecutorial

4

.process. C

2. Diversion

Presently, under the diversion program created by the Commonwealth

- Attorney, all defendants who have been diverted are under the supervision

of the Probation Office in Warren County. At the present time there is no

formal §ystem of notification by the Probation Office to the Commonwealth

ok wdaﬁrj
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Attorney that djverted defendants have -fulfilled the conditions of their
probation. 'The Technical Assistance team recommends thaé the Commonweal th
Attorney insist that the Probation Office advise his office in writihg
when any diverted defendant has completed the cohditions of diversion.
This will allow the ngggpwealth Attorney's office to dismiss those cases
which femain pending, f

3. Arbitration and Mediation

At the present time there is a system of arbitration and mediation
used by the Commonweal th Attorney in domestic disputes and in some quasi-
criminal cases, such as contractual disputes where one party fii;s a

7

1} - - . . . // !

criminal complaint. One of the investigators in the office currently handles
the bulk of such arbitration and mediation. No official records of such
matters are kept nor is there a file kept. It is the recommendation of the

Technical Assistance team that a record be made of the nature of'the contro=-

versy, the recommended disposition and the date the matter was settled.

i

Should the matter‘SUbsequent}y arise bacause of a failure of one«ofwthe -

parties to carry'out'their terms of the agreement the Commonwealth Attorney
e

will have a written record spelling out the history of the case in his

office. The investigator handling these matters also acts at times as a

collection agent, and such money is presently not kept in a separate account.

It is recommended that an account be created in a local bank so as to

*

provide a proper accounting of these funds.
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V. CONCLUSIONS

This analysis and these recommendations are presented with’fhe
realfzation that theACommonwealth Attorney already has a working, effective
organization. Many steps have already been taken to improve the operation
and professionalism of the office and they are to be commehded. The areas
which are highlighted here are those that are next to be addressed by
the Commonweal th Attorney.

The first priority for the Commonwealth Attorney is to work to tr§ to

control the intake of felony cases. The Technical Assistance team recommends -

that the Commonwealth Attorney develop a uniform complaint and booking -

‘form for felony cases. A docket entry book should also be devised to log ~

all complaints as they enter the office. This system will provide uniformity, -
accountability and control and is further elaborated in Section E of this.;
report.

The Commonwealth Attorney should insist that the sworn to'complaint -

be delivered to his office within 24 hours of every felony arrest. The

- Warren County law enforcement agencies have indicated that this procedure

will not cause any problems and have indicated their willingness to coope;ate

=y

in this matter. |t would also provide the jaile;»with the paperwork that

he needs to hold arrested persons.

o
1)

In addition, the Commonwzalth Attornéy's office should review every -
felony arrest and reduire'thehﬁkiﬁéipal arresting officer to come to the
Commonwealth Attorney's office within two weeks of the arrest date to present -

all police reports and to discuss the case disposition with the reviewing

assistant commonwealth attorney.

»Y\, | u?///
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One problem with the establishment of an intake and review function is
the high volume of cases that are received from District Court. |t is
estimated that fifty percent of the Commonwealth Attorney's caseload arrives

from the District Court. At the present time, the Commonwealth Attorney has .

no knowledge beforehand of the volume or content of these cases, It is
recommended that the Commonwealth Attofney receive a copy of the District Court _
calendar or docket or some record of what is taking place in the District -
Court on a daily basis.

The Technical Assistance team recommends that the Commonwealth Attorney
institute a case “racking system that is based on file cards only, in which -
data are kept in two files. A suggested format is attached as Appendix C.
The first card becomes the active defendant index file, and Fhe second
card becomes the master calendar record.

It is further suggested that, if the cases in Warren County have not -~
been reviewed and inventoried, steps should immediately be taken to ensure
that this is done. The Technical Assistance team recommends that afl
outstanding felony warrants over one year old be reviewed to determine
whether a case can be sustained by available witnesses and proof. In
addition, it is recommended that this procedure be performed annually so
that no cases over two years old will appear on the dockets unless there
are unusual circumstances with the case such as mental capacity, etc.

In the Commonwealth Attorney's office a number of case processing

steps require setting dates for future action. It is recommended that a

tickler or suspense file system be created for each step and that these files -<

be maintained separately. In addition, a file log should be maintained -
so that it can be readily ascertained which of the three prosecutors has

a file in their possession.

« s
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The file folders used at the present time were found to be unsatisfactory
since they did not contain any space on the cover for pertinent information
such as case history, disposition, etc. |t is recommended that the
Commonwealth Attorney adopt a model case jacket, a sample of which is
attached as Appendix D, and adapt this model to his needs.

Filing cabinets in the office currently house active, inactive and
closed cases files. The Technical Assistance team recommends that these
files be used only for active case files and that closed case files be —
removed to a storage area and destroyed after a predetermined length of
time, and that inactive cases be grouped together and stored in much the
same manner as closed case files. The index cards for ééch inactive or
closed case should be appropriately marked.

A more systematic approach needs to be taken by the Commonwealth
Attorney to@ards budgeting for his office. The Technical Assistance team 7
recommends that the Commonwealth Attorney document his workload to enhance <~
his ability to receive additional resources needed for prosecution
personnel and programs needed in Warren County. It is also recommended
that the Commonwealth Attorney seek at least one additional secretary.
and .one clerk in next year's budget. A copy of "Budgeting for the Prosecutor!
prepared by the National Center for Prosecution Management and the National
District Attorneys Association, is attached to assist t?e Commonwealth
Attorney in compiling and submitting his budget.

A concise and clear prpcedure for administering cases in the office is
needed so that accountability can be established. TheICommonwealth Attorney
should develop a long-term set of objectives aimed at eliminating crisis /

management in the handling of the criminal caseload. |In addition to
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his assistants, the investigative and secretérial péfsonnel should also be
briefed on these objectives.

The Technical Assistancé team recommends that all. incoming
correspondence he opened by a secretary, stamped with the date received —
and a log kept of the important correspondence received.

Monthly meetings should also be held with the various law enforcement -
agencies. Incliuded in these meetings could be periodic explanations of -
changes in case law and other changes that affect law enforcement in the
county.

The space in the Commonwealth Attorney's office should be reorganized
so that all three attorneys in the office would have their own office space.
The back office should be the Commonwealth Attorney's office so that
he is not so readily accessible to the flow of traffic in the main area of
the office.

Statistics are very useful to the prosecutor for a number of reasons.
They can assist in allocating resources, predicting the need for additional’
resources and managing the case flow in an office. For these reasons, the
Commonwealth Attorney should begin to keep records of the working of his<
office. With the implementation of the new index card system for case
tracking, this task should be simplified. ‘Several forms are attached as
Appendix E and their use explained in Section E of this report. These
forms shéuld be used to generate useful statigtiss for use by the Commonwealth
Attorney. |

Several other areas of the office were examined although not in great
detail. The Victim/Witness Unit is performing an admirable job under some

adverse circumstances beyond their control. 1t is recommended, however,
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that, with the evaporation of federal funding, the Tommonwealth Attorney
take the necessary steps to insure that this unit continue functioning —
under state funds when the federal funding has elapsed. The Commonweal th

Attorney should also insist that the Warren County‘Prbbation 0ffice notify

his office in writing when diverted defendants have completed their programs.

This will allow the office to dismiss those cases which have remained
pending. It is also recommended that in arbitration and mediation cases,
that a record be made of the controversy, the recommended disposition and
the date the matter was settled.

The implementation of these suggestions and recommend?tions should
result in a more efffcient and effectj?e office for the Commonwealth ~
Attorney as well as a savings in the long run for the taxpayers fn the _

county through a more productive office.

- .
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r Research Associate, Bureau of Soclial Science Research, slince
‘January 1978. Formerly, Project Director, National District Attorneys
, Assoclation, 1975-1977; special counsel, National Center for Prosecution
. ~ Management, 1974-1975; chief assistant state attorney, 12th Judicial
Circuit of Florida, Sarasota, 1974; assistant state attorney, 11+th
Judiclal Circuit of Florida, Dade County, Miami, 1971-1974; Counsel,
Transcommunications Corporation, 1969-1971; sole practitioner, Miami,
1965-1969; assistant attorney general, Florida, 1958-1965. .

Instructor, Florida State University, 1958-1960; Florida Sheriff's
Bureau of Law Enforcement Academy, 1960-1964; Florida Bar Asscciation's -
. Continuing Legal Education Program, 1966; Criminal Justice Institute,

, ‘ : ] ‘ Miam! Dade Community Coflege, 1972-1973; University of Oklahoma, 1974;
‘ —_— Northwestern University School of Law, . Summers of 1976 and 1977.

- . Education: B.S. (political Science), Florida State University;
. _ . B.S.F.S. and LIb. Georgetown University. .

N ) Current Research:
APPENDIX A ' . » . ‘
Project Director, Criminal Prosecution Technical Assistance
Project--a facility to provide national leve! technical assistance
~In the prosecution area and participate 'in thé development and
“ ] Improvement of criminal prosecution projects and programs
supported by LEAA (Law Enforcement Assistance Administration).

N Deputy Project Director, Phase 11, Research on Prosecutorial
J _ . Decisionmaking--a continuation of the Phase | program to conduct

' research on prosecution nationwide and to test techniques and

- procedures to measure uniformity.and consistency in decisionmaking
(Law Enforcement Assistance Administration).

Recently Completed Research:

Research Associate, White Collar Crime Study--a systematic review
and analysis of major data sources relevant to white collar crime,

- supported by a grant from the Law Enforcement Assistance
Administration. : :

£

Deputy Project Director, Phase 1|, Research on Prosecutorial
Decisionmaking~-a nationwide research program to develop
techniques and procedures for Iincreasing uniformity and

consistency in decisionmaking, supported by the Law Enforcement
Assistance Administration. . : '
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Past Experience:

. As Project Director, Natlonal District Affornéys Assoclation,
A - directed a large-scale DHEW-supported study.which assisted and
' encouraged prosecutors and others nationally to participate In the
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Federal Child Support Enforcement Act (Title 1V-D of the Soclial
Security Act). In connection with the study, conducted reglional
orientation and tralning conferences nationwide, developed a
reference source for prosecutors on child support enforcement, and
a clearinghouse on current child support data; directed and
participated in technical visits by chlld support enforcement
consul tants to prosecutors offices nationwide.

As special counsel to the Natlonal Center for Prosecution
Management, prepared under an LEAA grant, standards and goals for
homogeneous groups of prosecutors in the U.S., organized the
groups, supervised the meetings and assisfed in preparation of
documentation on standards and goals.’ -

As assistant state attorney, 11th Judicial. Circult of Florida,
Dade County, Miami, created special trial division for speedy
processing and trial of defendants, assisted in the development of
pretrial intervention (diversion) program (under an LEAA grant)
and established a Magistrate's Division in the State Atforney's
Office. After undertaking a survey of case intake and screening,
recommended the establishment of a new system and was appointed
head of the new Intake and Pre-Trial Division in the State
Attorney's Office. ’

" Selected Publications:

Transmitting Prosecutorial Policy: A Case S‘l'udy in Brooklyn, New York

(with Joan E. Jacoby, et al.). Research Report No. 2, Project 556,
November 1979. . ; .

A Quantitative Analysis of ‘rhe Factors Affecting Prosecutorial
Decisionmaking (with Joan E. Jacoby, et al.). Research Report
No. 1, Project 556. October 1979. ’

"The Prosecutor Constrained by His Environment--A New Look at
Discretionary Justice in the United States," Project 450, July
1979.

Policy Analysis for Prosecution (with Joan E. Jacoby) Final report for
Phase | of Project 550, Bureau of Social Science Research, April
1979, C o

Policy Analysis for Prosecution: Executive Summary (with Joan E. Jacoby)
Final report for Phase | of Project 550,. Bureau of Soclal Science
Research, April 1979, -

"Probable Cause Determination," (Commentary) Natlonal Prosecution
Standards, National District Attorneys Association, Chicago, 1977.

"The Child Support Enforcement Act." Prosecutors' Deskbook, Washington,
D.C.: National District Attorneys Association, 1976.

Handbook on the Law of Search, Selzure and Arrest, dis'fr.lbufed' by +he
Florida Attorney General's Office, 1960; revised, 1962.
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"Can Effective Restrictive Leglslation Be Written" Paper delivered to
the Southeastern Association of Boards of Pharmacy in 1962 and
published in The Journal of the Amerlican Pharmaceutical
Association.

(April 25, 1980) :
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- Elected State Attorney, Fifteenth Judicial Clrcumt of Florida in 1972.
L. TEACHING EXPERIENCE: Business Law and Constitutional Law, Unlver51ty of Maryland, yl
Overseas Division. . ’ APPEND
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E Amicus Curiae Brief for Florida Prosecuting Attorneys Association on the new _ .
i . death penalty in Florida.
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SFARCH WARRANT
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. T RM, 430, COUNTY COURTHOUSE
| WEST PALM LIEACH, FLORIDA
UNIFORM COMPLAINT FORM X
' STATE ATTORNEY
STATE OF FLORIDA Arresting Agoncy: .
COUNTY OF PALM BEACH Investigative Cass Numbaer!
- Defendant's Name: Date of Birth: .
i . - , last) {fiest (middie} .
- Place of Birth: . . Local Address: =
o Psrmanent Address:.... Phone: Occipation: : g_g/
Soc, Sec. No.: d ;. Race: Sex: Eyes: Hair: Hgt.: Wwe.:
f ! _ ) . 3
. k
'" : OFFENSES CHARGED: . * ,
‘ 1. ‘ In Vich, of : T )
ol 2 In Viol, of
- 3 tn Viol. of : 7
[‘“ ; 4, . In Viol. of - - -
z AMOUNT OF BOND: HOLDS OR DETAINERS, :
: {loave blank} )
. Witnesses Against Defendant: {For additional witnesses attach separ'ate sheet.} g
g’ 1. Name: Address: Phone: : -
e .- 2. Name: Address: Phone:
3. Name: Address: Phone: -
4. Name: Address: Phone: ]
f 5, Name: ; Address: Phone: § APPENDIX C )
- ) Physical Evidence Against Defendant: {Describe briefly} i_
E L
The undersigned certifies and swears that he has just and reasonable grounds to believe, and does.believe that: On the_______ day of k ..
19. ., at
o i {location)
g {last name) (firat nama) " {Initial)
committed the following violation of law: -
~Narrative: {Be specific) - ; (
+ ; - J
-
e
! !

§ %
(R
T ¥

‘ﬁ!i
¢

; .
3 i | Sworn to.and subscribed before me, 1 swear the above statement is correct and trye to the best
i the undersigned authority, this______ of my knowledge and belief.
day of. . 9. - I .
]
. ) : nvestigstor's Signature
ﬁ ' . 1.0. No.
- Deputy of the Court of Notary Public
!
1 - !
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MODEL CASE FILE JACKET !
. Front Cover
[,
~
DEFENDANT'S NAME: CASE NO. TITLE AND ADDRESS OF OFFICE
(3 UL MIooLE - P.D.1D. -‘ DOos. ‘WJTTVJ L
CHARGES ] ]
‘g DATE OF ARREST: - o :
'z DATE CHARGED:
‘b .
w
A . .
. § . SPEEDY TRIAL DATES . _ .
g  AUTHORIZING ASSISTANT: ’ DEMAND - NO DEMAND
g 0 - DEFENDANT awnp/orn RELATED CASES !
. - DATE OATE - coe
_ . RELEASE DECISION
. . g ' 0 san . .
g . D) PERSONAL RECOGNIZANCE . :
DEFENSE COUNSEL " . 3 cAsHBOND
{NAME, ADDRESS, PHONE} D THIAD PARTY CUSTODY
o ] PSYCHIATRIC OBSERVATION
§ =) . MODEL CASE JACKET
H () NAME OF SURETY * ) . e,
M Nationa! Center for Prosecution Management *
« b . 1900 L St., N.W,, Suite 701, Washingtan, D.C. 20038 . ?
e .
(ol (INAME, OLPY/UNIT, IAD:P&!)‘.:DE HOEF'Z‘OEYEI:}O 1R} COMPLAINING lC! "EGJ‘S'TE.m E TO BEFENDANT PO AVNM‘UW . Mu“' '973
2 e OHE 170 DATE H '
H 5 BE USED NOTICED PRELIM . R
g CONVESSION . MOYIONS . !
i COMPLAINING WiTNESS ' *
INAME, ADDAELSS, HOME PHONE, BUSINESS PHONE) IDENTIFICATION . PREYRIA]
. ——d b
g g DISCOVERY o— YRIAL ) .
w . ' Work Performed unider LEAA Grant No. 72-DF-99-0038
OTHER
8
t * .
*
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Inside Front Cover
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: B . ‘
NEEDED [N flLE BVIDENTIARY MATTEFR

(1 8 Autopsy

(] ] Ballistics

‘L] @ . Chain of Evidence List

{1 [l Chemical Report

[ (@] Confession

[l {1 Contrabaid .

£l {1 Damages Listed l . - ]
{1 (1 Evidence .

(! (1 Indictment

(i (1 tovestigative Reports -

11 {1 Motions . ~

" " Newspaper Articles

(! 1] Office Memorandum

(1 9] Photographs '

(] (1 Police Reports '

1] A1l Rap Sheet : )

8] tl Research Material’

[ {1 " Restitution Made

(@ 5 ] Trizt Memorandum p

S N B | Weapons “ )
(@)} .l l' ., Witness List
11 " 11 ' Witness Statementi
. ‘ (i
' S . 63

I - ’ . MODEL WITNESS LIST TS

. M 1

; C . .

: » Nit{onal Center for Prosciution Minincrent ' L
: g : 1900 L Strcet, N.W., Suite 701, Wishington, D.C. 20036 p
| MODEL WITNESS LIST Asjust, 1973 :

. ) e
.. ® . UATE
. RAVE : D.0.8. 1.0, NO.: APPEARED =
i, RES. ADDRESS : . p— ) ——— ' =8
i ; BUS. ADDRESS: oCCUPATION: PHONE: R
T SUBIUILNAS ol
’ ALTERNATE CONTACT: DATE RETCAN o)
§ 3 ACTION 1SSUED ATE |___ o :
: VILL TESTiFY TO: e
Q ‘ - 7
E '
. TESTIMXY
Eﬂ DESCRIPTION OF WITNESS: TAKEN: . 7
S ey L
\ * TRANSCRIBED: )
! .
. . * DATE
A NAME = D.0.B. I.D. NO.: APPEADED
RES. ADDRESS : PHONE :
»
BUS. ADDRESS: OCCUPATION: PHONE : ‘ —
, SUBPOENAS L
ALTERNATE CONTACT: . . DATE RETLRYN B
. s B ACTION 1SSUED DATE
. gg VILL TESTXFY TO: L
o i )
)' . .
4,
4! - to. . ‘. TESTINONY
. DESCRIPTION OF WITNESS: . TAKEN: 7 .
'g . . TRANSCRIBED: 7 .
.1'*? " ) \ . DATE
fg NAME : D.0.B. _L.D. NO.: APPEARED
- RES. ADDRESS : . ~ PUONE: - .
- . BUS. ADDRESS: OCCUPATION: PHONE:
) SUBPOENAS B
[ __ALTERNATE CONTACT: DATE RETURN | ¢ :
= ACTION ISSUED DATE
WILL TESTIFY T0:
- . T = X
[
o ‘ bl
-
, . TESTIMONY
DESCRIPTION OF WITNESS: TAKEN: [7
E - . . TEANSCRIBED: . /7 .
E . Work performed under LEAM Grant No. 72-DF-93-0038 0
64 . x . .
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N OFFICE OF ATTORNEY GENERAL
~ ‘DEFENDANT: D.0.B.: COMPLAINT # OFFENSE DATE
ivnc*rwn: A.
!ADDRESS: B.
c.
+APO/AGENCY: D.
[ c
“ARST. DATE: GRJ DATE: ARR. DATE: TRIAL DATE:
- INT. DAG!: .
‘oEF. sTATUS: AMT. OF BAIL: ASG. DAG.:
8 TRL. DAG.:
BONDSMAN: DEF. ATT.:
{apDRESS: JUDGE:
- OTHER PENDING CASES
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FORM 1
INTAKE REPORT
WEEK OF TO » 1980
CASES DFNDT CASES DFNDT CASES DFNDT CASES DFNDT CASES DFNDT CASES | DFNDT
DAY PRSNTD | PRSNTD | ACCPTD | ACCPTD | ACCPTD | ACCPTD | REFD TO | REFD TO | REFD TO | REFD TO | REJD REJD
NO. NO. WITH WITH ANOTHER | ANOTHER |{ ANOTHER | ANOTHER
MODIF MODIF MODIF MODIF COURT COURT AGENCY AGENCY

MONDAY
TUESDAY
WEDNESDAY
THURSDAY
FRIDAY ‘
SATURDAY
SUNDAY

" WEEKLY
TOTAL
MONTHLY
TOTAL
LASTWEEK
NEW MONTHLY
TOTAL, .
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DISPOSITION REPORT

WEEK OF: TO »1980

FINAL
FOUND ACQUITTAL DIRECTED DISMISSALS | CONDITIONAL

DAY DISPOSITION | PLED PLED FOUND
i CASES/DEF. ORIGINAL REDUCED ORIGINAL REDUCED VERDICT ‘ FINDING

MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

SATURDAY

SUNDAY | | , : | |
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TOTAL
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LAST WEEK
NEW :
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TOTAL
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FORM 4
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CALENDAR REPORT

WEEK OF:

TO

, 1980

DAY OF
WEEK

TOTAL
CASES
SCHDLED

TOTAL DFDNTS BENCH
DFNDTS RE~ WARRANT
SCHDLED | SCHDLED

DEFENSE
REQUEST

STATES
REQUEST

COURTS
REQUEST

MUTUAL

UNKNOWN

DFDNT
DISMISSED

MONDAY

TUESDAY

"WEDNESDAY

THURSDAY

FRIDAY

SATURDAY

SUNDAY

WEEKLY
TOTAL

MONTHLY
TOTAL
LAST WEEK

NEW
MONTHLY
|TOTAL
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