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PHEFACE 

Thi sis an in-of fi ce opera ti ons manual for personnel I n the Superi or 

Court Clerk's Office. It is a cOllfposite of procedures currently in use 

and it encom[lasses those procedufes most frequently used by clerl<s. Jt 

shoul d serve as a handy reference document for the tnexpedenced as \'1ell 

as the experienced clerk and should be particularly useful for training 

nevI clerical personnel. 

TIle manual is useful insofar as procedures are kept current according 

to chanfjes in statute or rule or by direction of the office of the Court 

Administrator. Any changes or additions to the JIlanual will be made through 

that office. 

This manual is il first step toward achieving uniforllf practices in the 

clerks' offices. It can be adapted to the user's needs and s[lace has been 

[lrovided for additional notations. 

This manual consists of sub-divisions, referred to as handbooks. ~/hlch 

correspond to major areas of res[lonsibili ty of personnel wi thin the Clerks', 

offices of the County SU[lerior Courts. The Office Pr'ocedure liandbook deals 

primarily wi th maintenance of the civil and criminal records by clerk

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

iii 

Procedure I~ndbook is a guide to responsibilities of clerks in the court-. . 
room, including oaths, exhibits, and records of court action. In the 

Calendaring and Statistical Reporting Handbook are outlined the procedures 

for assigning matters to the various calendars and for maintaininH statis

tics needed by the office of the State Court Administrator. (Since the 

State ,Judicial Information System (SJIS) and a new Criminal Scheduling 

Process were just gettin9 unden1ay at the printing of the manual, these 

sections are reserved.) Another handbook, Financial Matters, describes 

1\01'/ monies are deposited and withdrawn, the accounts which are maintained 

and the reports \~hich must be made. Although not all Superior Court 

Clerks nerform tasks associated with naturalization, that procedure in 

brief has been included. 

Each handbook includes a brief introduction, a list of exhibits 

(sample fOl'lIIS described in the procedure) and an index. A Glossary of 

Terms and General Index have been included at the end of the entire 

I\\anual fOI' quick ,·eference. The description of pl'ocedures is presented in 

a formdt which can be easily fol101~ed. A sample and eX[llanation of this 

fonnil t appea rs on the fo 11 owi ny paHe. 
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(Major Section Ileading) 
(Subsection lIeading) 

DESCRIPTION 

(Top i c lieiltJj I1g) 

I 
(The forlll co 1 umn 
refers to the sample 
form provided.) 

(The for.:-:lIJber is 
the official number 
appearing on the 
forili. ) -.' 

L __ __ ____ __ _ ___ _ 

FORM NO. 

) 

Ex. J 
5-103 

-) 

STATUTE 
OR 

RULE 

Relevant stil-
tu tes or rlll e~ 
,Ire "e r crellcel 
fol' eacli 5 tep 
til the pro-
cedul'e, 
References to 
the Rhode 
Island General 
La~iS appea r 
as RIGLA; to 
the Rules of 
Ci vil Proced-
ure as RCP; 
to tile Super-
ior Court 
Rules of Prac-
ti ce as RP; 
dnd to the 
Superi 01' Court 
flul es 0 f . 
C,'1 011 na 1 
Procedure as 
HCrP. 

SMIPLE FORMAT 

PROCEDURE 

(This col ullin Jlt'ovides a detailed descrIption of 
the procedure to he followed in cOllipleting each 
step of the Pl'oce~s.) 

il. 

b. 

c. 

iv 

CASE REFERENCE NO. ________ _ 

(This space is provided for the clerk to in
sert an actual Cdse docket number ~/hich best 
ill us tra tes tile procedJre.) 

COMMENTS 

(Relevant statements are included to lIIore 
fully explain the procedure or process, to 
point up V<1riLltionsill proceulJI'es <1liltlll!l 
courts and to present prescriptive stdte-
IIIcnts. ) 

I 
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INTRODUCTION 

THE SUPERIOR COURT CLERKS OFFICE 

The Rhode Island General Laws (RIGLA 8-4-4) authorize the existence 

of a Clerk of the Superior Court in the counties of Providence & Bristol, 

Newport, '..Jashington and Kent. Appointed in January every fifth year (most 

recently in 1976) by the Governor wi th the advi ce and consent of the 

Senate, the clerks huld office until a successor is appointed and quali

fied (RIGU\ 8-4-5). Before taking office, the clerk must post bond in 

an amount (bet'lJeen $2000 and $10,000) fixed by the General Treasurer 

(RIGLA 8-4-7). 

Aithough each Clerk of the Superior Court may be authorized to 

appoint certain deputies and other assistants to assist in the performance 

I ~ of duties and responsibilities attributed to the position of Clerk, it 

is the Clerk who is ultimately accountable. 

By statute, the Clerk is required to: 

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

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

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

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

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

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

Court rules further require that the Clerk: 

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

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

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

maintain a civil docket and the Record Book of JUdaments 
with indices, and other books and records as required by 
law (Rep 79 j 

Skills required in the performance of the Clerk's duties include: 

a working knowledge of the law and rules of the Superior Court 

a worki ng knowl edge of modern off; ce practi ces and, procedures 

a working knowledge of record maintenance principles and practices 

ability to appoint, supervise and evaluate personnel within the 
office 

... ability to deal with laymen) members of the bcr and the judiciary 
in provi di ng them 'tlith accurate and current i nforma tieon concerni ng 
the processing of all matters pending before the respective court. 

Clerks of the Superior Court, with the approval of the Presiding Justice, 

may appoint one or more deputy clerks, 'tIho may discharge al'l of the duties 

of the Clerk appointing them (RIGLA 8-4-14). Titles suchas Principal Oeputy 

and First Deputy indicate a specific salary level (and ofter a principal area of 

responsibility) among deputy clerks. The Clerk of the Suoerior Court of 

Providence & Bristol may be authorized to appoint as many assistant clerks as 

necessary (RIGlA 8-4-17, 18). Assistant clerks are to oerform duties as 

assigned by the Clerk or any deputy. Four general assistant clerks, aopointed 

by the Presiding Justice, 'r'lOrk as assigned in any cO'unty \'/here there is need 

for additional assistance. These personnel are the only clerks 'tIho can travel 

from one county to another. Clerks in all counties may emnloy as many clerical 

assistants as required to attend.to the copying, recording, indexing and other 

clerical business of the court (RIGLA 8-4-17, 8-4-19). Given the position title 

of clerk-typist, these i'ndividuals may not perform any in-court functions of the 

clerk, such as giving oaths or specifying the docket ~ntries to be made. 

The following pages are copies of job descriptions f~r three positions 

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

accorded each. 
2 
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CL\S S TI'l'LE: 

CLASS DEFnn:n:ON: 

GENERAL STATE:MENT.OF DUTIES: In tb.e Superior Court: of a specific 
- connty, ·as· assigned, to discharge on behalf of the Clerk any of those 

du::ies and : responsibilities. required to be performed by the Clerk as 
p~asc:ribed by law, and' by. the rules promulgated in the Superior Court, 
for the regulation of practii:e~ procedure, and conduct of ci',1il and 
criminal actions before the Superior Court; ·and to do related ~ork as 
required. 

SUP~lSION RECEIVED: Works under the administrative direction of the 
Clerk and/or the First De~uty Clerk f:r~ whom general assi~nts 
a.re. received; ~.nde latitude for the exerd.se of independent judgment 
~B afforded in the perior.cance of duties, and ~ork is subject to review 
for confo~ce to established rules and procedures • 

. . .:. ~ 
SUPERVISION EXE?C1SED:- Assists the Clerk. in plannbg, organizL'1.g, 
and supervis;';g thework of Assistant Clerks and clerical p,?rsonnel. 

U1USTRATlVE FJU..HPLES OF WORK fERFORMED: 

In the Superior Court of a specific county, as assigned, to dis
eh.a.rge on behalf of the Clerk any of those duties and re:-3n(;nsibi1-1 ties 
required to b~ perfo~ed by the Clerk as przscribed bv law, and of the 
rules pt.~l'g::!"'cd -1'0 tbe~E2':E..~:?~.:rt, for the regulation of practice, 
prccedt1re, and c0E-duct: o,f civil and cricinaUC;:j:icns before the 
Super::.or Court; ;rod to do related work as required. 
J To attend sittings of the court and keel' required records of pro- . 
ceeciirgs and make f~ir entries and records of all proceedings, 
jud~ents, orders and decrees thereL~. ' 

To impanel jurors and ad=inister the necessary oaths to jurors and 
v.itnezses participating in trials. 

To recei'js, mark, flle and retai::l e::iliibits introduced as e'lidence 
in proce-.:dings. 

In jury tri.a.ls to take verdict from jury foreman, record it, and 
make it known to the court. 

To assume responsibili~ of Clerk, 9hen so directed and sign vouchers, 
chec~~ of disburs~ent, and receive and duly record all other monies 
received by court in legal proceedings. 

To pn:pare the calendar or docket for a particular day ",henever 
aSSigned. 

To s~ear in all declarations and petitions for naturalization and 
sign certificates of naturalization. 

To assist att:o~eys, litigants, and the general public by providing 
thea with soug.~t information. 

To do related ~ork as required~ 

REQUIRED QUALU'ICATI01-1S FOR AP'POIN'!MENT: 

KNOWl.;::nGES, SKILLS AND CAPACrrrES: A thorough knowledge of the law 
and i..-ules promul>3:lted. by the Superior Court for the regulation of 
practice, procedure, and conduct of civil and criminal actions; the 
ability to keep accurate and concise records of court proceedings; 
the ability to give assigr::wents and inst.ructions to subordtnat.es and 
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direct the performance of· their ~ork; the ability to deal effectively 
with members of the Bar and laycen, and provide ~he~ with accuraCe 
and current information regarding the practice and procedure of all 
matters pending in the Superior Court; the ability to plan and direct 
the preparation of clear and accurate reports containing statistics of 
court findings and activities; the ability to supervise the main
tenance of all court records and files; a thorough knowledge of the 
application of modern office practices and procedures; and related 
capacities and abilities. 

Education: Such as may have been gained through: graduation frcrm a 
college of recognized standing with a bachelor's deg~ee in business 
administration, political science ~r any other appropriate discipline; 
and .; 

E:roeJ:ience: Such as may have been gained through: considerable e~loy
me~t as an Assistant:' C1.e-rk in t!l.e Superior Court or emploJl'le.nt: in the 
practiee of law. 

Or t any combination of education and experience that shall he sub
stantially equivalent to the above education and experience. 

July :1:, 1967 

.i 

-, 

-' 

.'. 

, . 
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CLASS TITLE! ASSIST ... WT CL~R..l{ (SUPERIOR COURT-PROVIDENCE AND',BR!STOL' COUNTIES) 

CLA.SS DEFL'fITION: ' , 
" '. 

GE!iERAL STATEl1ENT OF DUTIES; In the SUtlerior Court fo~ Providence and 
Bristol Counties, as assigned, and under the general supervision of . 
the Clerk or any of his deputies to perform any of those duties and 
responsibilities required·.in the handling and processing of all legal 
transactions and trials; and to do related \olor~\. as required. 

SUPE..P"VISION RECEnro...D: Works under t.~e general supervision of the Clerk 
or any of his deputies from whom'specific assignments are rece1vetl; 
~~rk is reviewed in process and upon completion for accuracy and con
fOr.!!aIlce to es tablished rules' and procedures. 

SUPERVISION EXERCISED: }f..ay supervise clerical personnel assigned to 
assi.s t on specific assign::::.ents. 

Under the general supe~71sion of the Clerk, or any of his deputies, 
as assigned ~o perform any of the fol1~~ng: 

To attend sittings of the court and administer oaths to jurors and 
~tnesses before they testify before tribunal. 

'to recc:dva, mark, file. and retain all exhibits properly ;introduced 
as e~~dence in proceedings. 

To keep required records of proceedings and make fair entries and 
records of all jud~ents, orders, and decrees therein. , 

To take verdict in jury trials from foreman, record it:, and make 
it 1:c:!.0".""L1. to the court. 

To prepare 'the calendar or dOcY~t for any given day_ 
To perform counter dU~J and receive all legal papers and processes 

per~Lling to legal transactions wit.~in the cour't jurisdiction. 
To assist =:embers of the :Bar and layt!len §y providing them with 

accurate and current information regarding the practice and procedure 
of ~y matter pending in the Sutlerior Court. 

To do related ~ork as required. 

REQUI:RED QUALI?ICAT!ONS FOR }..EPOINT:1ENT: 

KtiC"o'/4.::.uGES, SKILLS AND CAPACITIES: A ,,"ork.:ing knowledge of the law 
and of the rules promulgated in the Superior Court, for the regulation 
of practice, procedure, and conduct of ci'ru and criminal actions 
before ~~e Superior Court; the ability to keep accurate and concise 
records of court proceedings; a working kru7~ledge of the principles 
and practices employed in record maintenance as they apply to cou~ 
records; the ability to assign and sutlervise the ·.;rork of clerical 
personnel assigned to assist; the ability to deal with laymen and 
m~ers of the Bar and provide them with acc.urate and current information 
regard!ng the practice and procedure of all matters peuding in the 
Sutlerior Court; a ~orking knowledge of modern office practices and 
procedures; the ability to a~sist in the pretlsracion of cle~r and 
accurate reports containing statis~ics of court findings and activities; 

~ and related capacities and abi1it~es~ 
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EDUCATION aID EX?ERIENCE: 

Education: Such as may h~ve been gained through: graduation froo a 
college of recognized standing ~th a bachelor's degree in business 
administrat,ion, policical science or any other appropriate discipline, 
and; 

E..'"roerience ': Such as may have been gained through: employtlent as an 
assistant clerk in one of the state's other tribunals or eoplo~ent in 
a responsible position involving the administration of complex and 
difficult clerical and office procedures" and the interpretation 
and application of rules and re~~tions. 

Or, any combination of education and experience that shall be sub
~an~ia11y equivalent to the above education and experience • 

. , -
July 1, 1967 

.', . 

' . 

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

'. 

1 .~. . ...... 
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c-J......~..ss TITLE; SImlOR CLERK-TY?ISl' 

CLASS DE'FI!iITIOU: , 
• 

GENE...'t.>U. STATc-!ENT OF DUTI:::S: . To perform typing ~ork of a difficult 
and responsible nature requiring the exercise of independent jud~ent 
and involving a degree of final responsibility: to perform varied clericnl 
w-ork of a difficult and responsible·nature requiring the exercise of inde
pendent judgment; and to do related work as required. 

SUPERVISIon RECEIVED: General instructions are.received at the beginning 
of each new task, detailed instructions are received as 'to perfo~~nce of 
unfamiliar tasks ~ worl:. is subj ect to reviet'l for accuracy and completeness. 

SUPERVISION EXERCISED: Generally none, but in some cases may supervise 
subordi:;:la:tes engaged in routine clerical or typing t·lod:.. 

llLUSn...UIVE U.;\!1PLES OF HORK PERFOr.;!J:I): 

To type involved financial or statistical statements j reports, or other 
material from plain or rough copy requiring the application of independ
e~t judgment an~ involving a degree of final responsibility. 

To perio~ varied clerical work of ~ difficult and responsible nature 
requiring the exercise of independent judgment. 

To assemble material for and to type pay rolls, vouchers, purchase 
orders, bills, warrants. indices, and other fOn:ls requiring related 
judgoents. 

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

To compose and type routi~e letters. 
To transcribe from .dictatL~ machine records. 
To cut stencils. 
To assist in maintaining general office records which require posting, 

tabulating, and computing tasks. 
To ex~ne reports and records for accuracy and completeness of routL.e, 

eas:i.,ly verified iniormatiou. 
To secure info~ation from specified sources and furnish it to the pub

lic and other employees. 
To staple and assemble material for distribution. 
To analyze and classify ~ateria1 for filing, and to maintain general 

office files. 
To receive, stock, and distribute office st::.pp1ies. 
To serve as receptionist, directing callers to proper individuals, ar

ranging appointments, and imparting general nontechnical information. 
Occasionally, to operate other office appliances not requiring the 

services of a qualified operator. 
To do related work as required. 

REQUIRED QUALIFICATIOn FOR AI?PO~!T::IE:IT: 

R}TmVLEDGES, SIcrtLS Aim CAPACITIES: A working knmvledge of office 
practicas, commercial arithmetic, ana business English; a ·..,orking knowl
edge of methods and procedures of filing: a reasonable speed and accuracy 
in typi~g comp1~~ or technical matter fr~ plain or rough cnpy; th8 
ability to understand readily and carry out complex oral and ,(·rritten 
directions; and related capacities and abilities, 
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__________________________________ ~ _____________________ ........ ~.a ............ . 

EDTJCATIDt: ~:n E:x:?ERIENCE: 

Education: Such as may have be~~ gained through: sraduation fro~ a 
senior high school, including or supplemented by courSes in typing; and 

EA~erience~ Such as may have been gained through: employment in 
performing typing and office tasks of a varied nature. 

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

Revised 
June 30, 1957 

.. ': .. 

. . ~ 
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In the procedural sections which make:up this ~anual an attempt 

has been made to specify the level of personnel \'/hich is to 

perfonn the task. Although not all levels of personnel may exist in 

each county, it can be understood that when the \'lord cl erk is used, 

any level of clerk (first or principal deputy or assistant) ,may 

undertake the task; when the task is to be performed only by the 

Clerk of the Superior Court, it will so be indicated by capitalizing 

the word IICLERK". Hhen a task is mentioned as being performed by a 

clerk-typist, any of the clerical staff ~ any clerk may do it. 

Sometimes the procedure may be found in a different handbook than 

expected, since the person performing the function may differ in title 

(e.g., a courtroom clerk may perform the task completed by a counter~ 

clerk in another county). The index provided at the end of each hand

book as well as at the end of the complete manual will assist in accessing 

the required information. 
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Employee Information 

DESCRIPTION 

Payroll Inforillation 

NCM Ellio 1 oyees 

Time Sheets 

P"y Periods 

Incentive Program 

FOAM NO. 
STATUTE 

011 

RULE 
PROCEDURE 

EilCh newly hired state employee receives salary 
ill the fi 1'5 t step 0 f it pay grade frolll the e ffec
tive date of appointlllent. Each employee Is placed 
on a s iX-llionth pl'ouatloflilt'Y period. After succes
fu1 completion of lhe [H'ouationarv period, salary 
is paid dt th~ second step. Step increases are 
received annually starting one year from tile first 
s i x-mon th pel"i od, un t 11 the top step in the pay 
grade is redched. 

Each eillployee is required to sion a tilile sheet 
for each worki ng day, 

Payroll clmcks are issued Oil a hiweekly hasis 
(every olher Friday). 

Personnel \'Iho successfully complete 4 courses 
~Ihlch are J~k..!:,g..laled alld ~p-l'oved by the Presid
ing Justice of the Super'jor Court and the Admin
istrative Office of the Courts are entitled to an 
i ncenti ve ra i se in sal ilt'y. equal to one step 
increase. 

10 

CASE REFERENCE NO. __________ _ 

COMMENTS 

If an employee is tl'ansferred to another loca
tion wi thin the state or to anotllel' state agency 
the sallie salary base is retained, 

Tillie sheets are fOrl'lill'C"d to the Administra
tive Office of the Courts each Friday. Tillie 
Cil rds are pr'epa red by tha t 0 f fi ce fOI' each 
elliployee. 

One point is awarded for each successfully 
completed course, to be appl led to the 4 points 
necessar'y for an jncentive ,'aise. (See Attach
mentA,) 

Courses may he Adul t Educa t t on cow'ses offered 
by local to~ms, those offered by the State Divi
sion of Personnel, or courses at area colleges. 

Examples of job related courses include: 
psychology, state government, effective cOlllllllni
calions, business machines, business law, prin
ciples of supervision, etc. 

5170 



Emp 1 oyee In fonna tion 

DESCRIPTION 

Longevity Benefits 

Fri nge Benefi ts 

1. Groul) Life Insurance 

2. Health Insurance 

FORM NO. 
STATUTE 

OR 

RULE 

RIGLA 
36-12-6 

RIGLA 
36-12-2 

PROCEDURE 

Longevity benefi ts I'lhich resul t in increased 
salary are offered to permanent personnel as 
follows: 

7 yrs. service: 5% of wage 
11" ": 10% II " 

15 " 
25 " 

15X II 

20% " " 
All personnel holding pet'manent posi tions in 

the Superior Court Clerks' offices are entitled to 
the benefits offered to state employees. 

The section which follo\~s is intended to sum
lIIa\"1ze benefits provided to eligible state em
ployees. Questions related to benefits should be 
d! rec ted to Beverly Cl al'k a t the Adm! ni s tra ti ve 
Office of the Courts. 

CASE REFERENCE NO' __ - _____ _ 

COMMENTS 

Excluded from benefits are 
1) part-time personnel under 20 hours 

per week. 
2) personnel in a limited position lasting 

less than six months. 

All permanent personnel may participate in the The cost is currently $.25 per thousand 
Group Life Ins urance Pl an a t cos t. The plan i n- do 11 a rs covera ge. 
eludes accidental death and dismemberment insurance 
and is cancellable at any tillle. 

Permanent personnel milY select either of two 
plans: 

(1) Blue Cross/Blue Shield 
(2) Ilhode Island Group lIealth Association Plan 

(RIGIIA) 

11 

I' 

Cost information is obtainable from the 
~dfl\lnjstratjve Office of the Courts. 
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Employee Infonllation 

DESCRIPTION 

(I) Blue Cross/Blue 
Shield 

(2) HIGIIA 

3. S ta te He ti remen t Sys tell I 

4. Credi t Union 

5. Savin!ls Bonds 

6. Annual Leave 

FORM NO. 
STATUTE 

Oil 
RULE 

RIGI.A 
36-8 

RIGI.A 
36-6-16 

PROCEDURE 

Plan 100 includes major medical; covers 365 
days hos pita 1 i za ti on, full md tern I ty bene fits, 
diagnostic tests. 

This Is a lIeallh tlalnlenance Or!larllzatlon which 
provides physicians' and hospital services to melll
bel'S who pay a membership fee on a monthly basis. 
TIlE RIGIIA em[lhas izes preventive heal th care ser
vices usually not covered under traditional health 
ins UI'd nce p 1 a ns . 

All state employees are !:g.9Q.!.red to join the 
s ta te re ti I'em~n t sys tem. 

Re t I remen tis !!!!!!!~<! tory. on the fit·s t 0 f the 
month following the 70th (seventy) LJirlhdilY. 

Pe rllliJnent employees may reques t lha t payroll 
deductions to the Credit Union be milde. 

Payroll deductions for savings bonds lIlay be 
lIIi1de on a voluntary basis. 

Each permanent employee Is enti tled to 15 days 
of paid vacation Hille annually. After 10 yeill's of 
sel'vice, an additlu,lal 2 days are !liven; after 20 
years of ser'viclj, all additional !i dilYs. 

12 

CASE REFERENCE NO. ________ _ 

COMMENTS 

Payroll deductions for retirement equal 5 
percent of annual salary. 

Vacation tillle accrues at the rate of four (4) 
hours per pay period. (See Attirclllilent 13.) 
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CASE REFERENCE NO. ________ _ 

Employee Infonnatlon 

DESCRIPTION FORM NO. 
STATUTE 

on PROCEDURE COMMENTS 
RULE . 

7. Sick Leave All full time employees whether all a standard 
35 or 40 hour work week or on a non-s tandar'd ~Iork 
w<2ek and part time employees \~ho work at least 16 
hours per week or ~Ihose schedule requi res the per-
formance of service to the state for some part of 
each working day of the official work schedule to 
~Ihich the class is aSSigned accl'ue .0577 haul'S for 
each hour of service during the bi-weekly pay per~ 
iod, to a maximum of the assigned hours in the 
~lOrk Heek for the pas i ti on in wh i ch the emp hyee 
is working. 

O. lIoliday Leave The following are paid holidays; 
New Year's Day 

~ 

"Ielllori a 1 Day (1 as t ~Ionday in May) 
Independence Day 
Victory Day (2nd Monday in August) 
Labor Day (1st Nonday in September) 
Co 1 umbus Day (2nd r~onday in Dc tober) 
Armi 5 t ice Day (November 11 th) 
Thanksgiving Day 
Election Day (state officers; every 2 years) 
ellri s tmas Day 

9. Military Leave Personnel entering the military are entitled to 
full pay for the fi rs t 60 ddys spent in the mil i-
tary; after that time, they are placed on a leave 
w !thou t pay s ta tlS • 

5!7B 
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CASE REFERENCE NO. _________ _ 

Employee Information 

DESCRIPTION FORM NO. 
STATUTE 

on PROCEDURE COMMENTS 
RULE 

Military Training Personnel in military trainirlf] (e.n .• for the 
Leave NaLiollill GUilrd) are cntl tled to 15 days at full 

pay; afler that tilile they ilre plilced on a leave 
without pay status. 

10. Leave of Absence An emflloyee on leave of absence has the option 
Without Pay to conti nue the Groufl Li fe and Ilea lth insurance 

plans for up to one year a t the group ra te. 

11. Court/Jury Duty Personnel serving as jurors or witnesses re-
cei ve full pay for time spent in court. Fees paid A check equal to the alilount pa i d for ser-
by the court to personnel for a ttendaflce as a jur- vi ces mU5 t be forwarded to the Administrative 
or or \~itness mus t be returned to the 5 tate. Per- Office of the Courts. 
sonnel al'e entiTled to keep any alilOunts paid for' 
mileage reimbursement. 

J 

. 
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ATTACHMENT A 

76-8 27159 Substitute HAil 

Origina.l Introduced. by
Senator WaJ~h 

Ordered "Printed b':
House of Representatives 

Referred to-
Senate Committee on Finance 

',' "Date Printed-
11'ay 21, 1976 

, "State of. Rhode, Island and Providcnc~ Plantations 
&, 0 • # "j. ..... •. 

. ' .' ':', 

'.' '0 
. ' 

,JANUARY SESS10N, A., D. 1976 , ' 
" :.:. . ," •• (:. • I •• ' .' ••• :' ~ '.' '. • •••• • 

• ' ..... <0 •• " •••• 

AN ACT Establishing Incentiye 'Pay Plan for Court 

Clerks. 

It 12 enacted by the Geneml Assembiy a..s follows: 

~th>n 1. TiUe 8 of the g'l"nc-rol 'In:vr''s enti Hed 
"Courts a'Il!d civil prOCcdUTC - Oourl.c:," is hereby 
amended. by adding t'here-to the following chapter: 

"CHAPTER 8-4.1 
"Court Clerb-Incentive Pay 

_ ','8-4.1-1. INCENTIVE PAY PLAN.-Thera is here
by establish-ed a.n incentive pn.y program in a.ccorci.::mce 
with the provisions of this chap"~r offering tlnanciu.1 
compensation to clerks of the supreme, superior, bm
ily and district courl.>5 for furthering their educn.ti<m 
in the field of couri administration or law enforcement. 

"8-4.1-2. ELIGIBILITY FOR PLAN. - Ally full 
time clerk of the supreme, sup-erior, family or district 
court shill be eligible for the plan ~blished by 

" 
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., 
this chapter provided he" accum1.'LlatB-s the requisite 
degree a.s set forth in section 8-4.1-3. 

"8-4.1-3. INCENTIVE STEPS. - Advancement to 
each of the incentive sala.ry steps shaH be based on 
the following accomplishments in either administra
ti~n of justice or law enforcement, or a baccala.ureate 
degree acceptable for admission to a law school ac
credited bi the council of legal education of the 

:, American bar ,associa,tion., . .. .. 
Incentive -. Increase abOV{3 . Degi-ee 

Steps Basic salary Requi..-ed 
1 100/0 Associate D egre-a 

. ~~;~2:, . :.16%,.: , '.' Baccalaureate, Degree··:-' 
. ·"8-4.1·4. ELIGIBLE EDUtJATION.-No credit shall' . , 

be granted for any degree' other than in the major 
" cOncentration: of, court" acim.irrist'rntion or .la.w enforc~-., . 
ment or a baccalaureate degree acceptable for a.dmis
sion to a. law school accredited by the council of legCtl 
education of the American bar association ?.,nd no 
credit shall be granted for degrees awarded prior to 
Ja.nuary 1, 1970. 

"8-4.1-5. APPROPRIATION.-Tbe str\te of Rhode 
Island shall bear of;he expe'nse of incentive p?yments. 
The general assem~11y shaH annually n.pproprhte S1.1ch 
sums as it may deer.-:- neCeS3;:1,ry to carry out the provi
sions of this chapte.:-; and the controller is hereby 
a.uthorized and directed to dra.w his orders upon the 
general treasurer for the payment of such sum or so 
much thereof a.s may be required from time to time, 
upon receipt by him of duly C1.uthenticated vouchers. I' 

Sec. 2. Thios 8ct ~hE1Jl tnh C'ff('('.t .Tll'ly 1, 197fi, 
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STATE. OF RHODE ISLAND AND PROYIDE::-lCE PLANT f\ TIONS 

INTER-OFFlCE MEMO 

Judicial Employees DATE: July 2, 1976 

DEPT 

FRO:Yl Office of Court Administrator' , 

DEPT 

SGSj::CT: Incentive Pay Plan for Court Clerks S:-2759A 

up a 
with 

. . 

The recent session of the General Assembly passed S-27S9A 
ne~v salary incentive prograrr. for court clerks. This office 
the responsibility of admin~~~ering the program. ....... ;,. . .' ... ',' . 

setting 
is charged 

Those personnel employed in the court system that feel they come 
within the provisions of the act for the education increment should present 
,~ither the original or, a certified copy of their Associate or Baccalaureate" 

',- 'D'eg~ree ·'th'a:t'··:rrieet's:' the·"req{jireci'ent's,:·~'f.: th~f:legis lation-> ,:Th'e"Office'of"the', " 
State Court Administ~at6r will then-certify those eligible for the-educa-
tional increment. ' 

.~ '. 

, This offic'e hSs' ~e'cei~ed from' the 'State Co~t~~lle'rl's' Offi~e an ' " '. 
4Itopinion that the educational increment is in lieu of the normal educational 

increment,pr'ovided by the personnel rules of tbe State of Rhode Island. 

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

,Adm:Cnis Era tor (§cate "'Courts-
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5.06 LEAVE REGULATIONS 
~061 Annual Leave 

ATTACHt1ENT B 

5.0611 Every employee shall be entitled to at least two successive \'leeks of 
vacation at some time during each calendar year of service. Appointing 
authorities shall endeavor to assign vacation leave among their employees 
with justice and equity. Vacation leave shall be accrued and discharged in 
terms of hours according to the following formula: 

5.06111 The accrual rate of .0577 hours for each hour of 
state service includes credit for the ~NO vacation days added 
in lieu of two holidays. 
5.06112 All full time employees whether on a standard 35 or 40 
hour work week or on a non-standard work week and part time 
employees who work at least 16 hours per week or whose schedule 
requires the performance of service to the state for some part 
of each working day of the official work schedule to which the 
class is assigned shall accrue .0577 hours for each hour of service 
during the bi-weekly pay period, to a maximum of the assigned hours 
in the work week for the position in which the employee is working. 
5.06113 Delete - included in 5.06112 
5.06114 Delete - included in 5.06112 ~ 

5.0612 Employees with 10 years of service shall accrue additional vacation 
ieave credits in the follo\,/ing manner: 

5.06121 Employees with such service who are on a standard 35 
or 40 hour work week or employees on a non-standard work week; and 
part time emplovees who work at least 16 hours a week or who work 
a part of each working day of the official work schedule to which 
the class is assigned shall accrue .0654 hours for each hour of 
service during the bi-weekly Day period, to a maximum of the as
signed hours in the work week for the position in which the 
employee is working. 

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

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

. ~. 
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Office Procedure 

fntrotluction 

As the central recm'ds processing center for all cow't-related docu-, 

ments. it is important that the clerk's office maintain accurate records 

and process thelll in an efficient mallner. {Ill personnel within the office 

must follow well-defined and uniform procedut'es to ensure thdt proper 

entries are made and records at'e illllledlately accessible. (';S the number of 

staff vlithin a Superior Court Clerk's Office increases, detailed procedures 

become ever more important; in the larger counties. tasks ilft! fIlort! 

specia 1 i zed and hand1ed by one person to ensure uni (onni ty of 

procedure. Several persons therefore perform Functions IIndertaken by, 

one oerson in Newport or Washington Counties. Variations in procedures 

and the level of personnel performing thelll among the Superior Courts are 

inevi table; this handbook is intended as a guide to at least olle proper 

and efficient procedure. l 

One of the most important functions of a Clerk', however, is one for 

which a prescribed set of procedural steps Is ililpossible--thut is. dealing 

lCross-references to other handbooks are included for areas which 
may be handled by another person, such as a courtroom clet'k or bookkeeper, 
in another county. 

" 

1.11 

with the public. Litigants, attorneys, judges, the media and the general 

public all look to the Clerk as an important resource of infonnation. 

The Clerk's office therefore plays an important role in the formation of 

public opinion as to the court system. Timely and friendly response to 

re'luests for assistance promotes a positive view of the oublic tO~lard 

the courts. Even unusual re'luests and demands can be handled tactfully. 

A word of caution is necessary: responses should be 1 imi ted to informa

tion (e.g., as to which form is required, or ,~hat a rule states) and 

must not be construed as legal advice. Particular care is necessary in 

dealinfl with pro se 1itiuants and ne\~ly adlllltted attorneys. When ques

tions arise as to the prop.'i8ty of response by a clerk. suggest that·the 

individual consult a judge. Another caveat is never to argue wltll 

individuals who insist that they are correct; fOt, example, one who wishes 

to file an answer after default Judgment has been entered or to file an 

appeal after eXI)iratlon of tillle has the right to do so. The judge will 

decide the issue. The ease with which a clerk responds to requests will 

increase with experience. 
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LIST OF E}{HIBITS 

Ci vil 

1 Receipt ...... . 

2 Notarial Certificate 

3 Deputy She~iff Certificate 

4 Certificate as to Search of Records .. 

5 Search of Records - 6 years no action. 

6 Clerk's Statement ... 

7 Judge's Statement. 

8 Summons. 

.72 

• 73 

· 74 

· 75 

· 76 

.77 

< 78 

. . . . . · 79 

9 Citation to Show Cause - Receivership. 

10 Civil Action Docket .. 

11 Proof of Service on Summons. 

12 Omnibus Calendar Assignment Form 

· 80 

.81 

• • 82 

83 

13 Affi davit and Request for Entry of Judgment .. 84 

14 Judgment by Default upon Application to Clerk. 85 

15 Notice of Appeal ........ . . . . . 86 

16 Execution .....•.•. • ". 87 

Liii 
I' 

17 Application for Citation in Suppl.ementary 
Proceedings ............. . 

16 Citation in Supplementary Proceedings. 

19 W~it of Body A~tachment ..... 

20 Citation to Show Cause (Contempt) 

Criminal 

21 Index Card . . . . . . . . . . . 

22 Bail and Recognizance Condition. 

23 Cash Bail Index Card . , .... 
24 Order Payment of Money From Registry 

· 88 

••• 89 

· 90 

· 91 

· 92 

, 93 

· 94 

· 95 

25 Bench Warrant Index Card . . . . .'. ..... . · 96 

26 Warrant of Arrest on Indictment (Bench Warrant). 

27 Criminal Case Face Sheet ...... . 

28 Judgment of Acquittal under Rule 29(a). 

29 Judgment of Acquitta 1 . 

30 Judgment of Convi cti on and CO)1lnli tment 

31 Judgment and Disposition ... 

32 Habeas . , . 
5/78 

• 97 

• 98 

• 99 

· 100 

· 101 

· 102 

· 103 



Offi ce PI'ocedure 
COUll terworl< 

DESCRIPTION FORM NO. 
STATUTE 

OR 

RULE 
PROCEDURE 

Opening the lUail Cdn be a time-consuming activity. 
particuldrly in courts of hi~h vnllll~Je. It is 
ililportant to open mail as edT'ly as possible hefore 
o t.her cour t ~lOrk in tel'venes . 

a. Screen lIIail (Il!idly; lIIake ccrt.:lin docullients 
have been filed in proper cuurt. 
If lli'!l!lli . .fQ.l.!..Ilt.Y,: re tul'n to iI t torney. 

h. Iiole-punch papers for case flli!. 

c. File-mark i1ll papers. 

d. S.1llarnte papers into cate~ol"il!s' 
Motions 
NevI Ca~es 
Miscellaneous Petitions/Probalq Appeals 
Civil action fll ings 
Crililinal Appeals r! 

e. Set <lsida all doculilents requirill!) closm' 
attention. e.g .• nm~ cases. ol'del'S requiring 
s i gila tures. case Illlllibers lUi ss i nt~. money re
ceived. requests fol' inforl::~tion. copies. 
etc. 

f. Separate civil papers by yeJl' and Illnce in 
case nllllllJet' ol'ller; pull case files. 

g. 1'1 ace ca se flies in propel' bin for further 
case processing. 

h. Work \~ith docllllleuls se t as i de (~tep e above); 
see below for further instrllctlOns. 

1.1 

CASE REFERENCE NO. ________ _ 

COMMENTS 

Each of these categories is treated 
separately in follO\~ing sections. 
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Offi ce Procedlll'e 
COI,nten~ork 

DESCRIPTION 

I SSlh.! I'l'cei pt 

FORM NO. 

Ex. 1 --

STATUTE 
on 

RULE 

HCP 3 

PROCEDURE 

Money is recei ved t1u-olJUh tile "I:I i 1 and ovel' lite 
cOllnie,' fOI': 
1) Civil action fi I inn fees ($10.) 
2) EXecutiollS to issue ($5.) 
3) I\ppeal to Supreille Court fil inu fees ($70.) 
4) Certi ~ied/Exelliplified Copies ($.50/page/$9. 

flii t fee ~ $l/pdye). 
5) Pho tocopi es ($. 50/pd!)e). 

1\ document which ,'equires a filin(j fee is not can· 
sidered filed unless dccompanied by the flropel' 
fee. Inform attorney that no action can take 
place until "Iolley has been paid. 

SOllie clerks offices have a receipt lIIilCltilH! 
~Iltich cOlilaills all oriuinal iliid l~1O Lopies of pre-
1ll/lIlher-eli "ecei p ls . 1\ rece i p lis COIIiP 1 e ted 
for !!.!l.y.. IIloney recei ved by lite cOllr t. 

a. Prepare receipt, enterin9: 
cash, clteck, money order (/l, 
a tturlley' s nalile (or payee l, 
flalile 0'( case; case number, 
amount paid. 
sl!)ndture. 

h. Givl! ori!lillal lo pilyee. 

c. Altllch cdslt/ciwck to Cop.y of receipt. 

d. N,I k,~ add I 1.1 O'h11 1111 til t i OilS: 

Civil <lIliuIl: ell lei' I'l!celpt 1I11111ber III lefl
I iii 1111 lltill'!) ill () f CUlilp I a III t Q!!!j 
C,I',I! flit' 1.tllI!l. 

\.(' 

I' 

CASE REFERENCE NO. ________ _ 

COMMENTS 

See also "Collecllon of Filles and Costs." 

Thes e ilia t tel's a re covered in de ta il he 1 O~/. 

Other papers which do not initiale a case, 
such as an ans~/er or 1110 t ion, lIIay be fil e . 
1lIit"ked and returned to the attorney. 

In Wdshington and Newpm't Counties, a re
ceipt is alwilys cOllipleled fo,' ca~1t bilil; 
olherwise ollly all request. 



Office Procedure 
Counten-lOrk 

DESCRIPTION 

Receipts, cont'd. 

Voidinn reCC!ipt 

FORM NO. 
STATUTE 

OR 

RULE 
PROCEDURE 

Notice of IIppeal: enter receipt nlllllfJel' on 
notice. 

Execution: IIdd to list of executions or
dered. 

e. Retain caslJcheck and receipt in cash drawer 
to he pi cked up and I'ecordert hy hook keeper . 

f. At end of day, relliove receipt caples from 
IIIi1chine; staple alld retaill in chronological 
file by lIIonth. 

g. 1·lake certain all money is locked in secure 
place 11hen office is closed. 

a. If t'eceipt is in etTOr, mark "Void" on all 
three copiesj briefly explain \vhy VOided, 
and s tapl e to lie ther. 

b. Place in chronolog1cal file. 

1.3 

,. 

CASE REFERENCE NO. ________ _ 

COMMENTS 

I n Pro vi dence, the cour troom clerk is 
responsible for making out executions; 
clerk typists make docket entry "date, 
executi on i sSlIed." ---
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Office Procedure 
Counterwork 

DESCRIPTION 

Cd se F i 1 e \J i thdrdwil from 
Office 

Reolles ts for As sis tiJnce 

FORM NO. 

1. Notorial Certificates Ex. 2 $-160 

2. lJepuLy Sheri ff 
Ced i r i cales 

fx. 3 

STATUTE 
OR 

RULE 

RlfiLA 
42-30-14 

PHOCEDURE 

Only the judge, courll'OOlll clerk and court steno'· 
grdpher should have dllY re~soll to \~i thdr'aw case 
files fl'OIll the office. Attorllf.!Ys are \~elc(JIII!.! 
lo review case fi les at lhe counler, hut IIhlL not 
remove them from the office. 

CASE REFERENCE NO. ________ _ 

COMMENTS 

a. Prepare "Out" folder. enterinq case number anJ In ~'~wport, a sign-out book is maintained. 
title. date file horrO\~ed; have harrower sigll. 

h. Prerare emply Cilse folder ~Iith Sdllle case nUIIl
bel'; place "Out" folder and "dUlIlllY" Cilse file 
in case nUII~er order. 

c. LJrJon return of case file, CI'OSS off ndllle all 

"Out" folder and remove dlllmllY fo'ider. 

a. Check list of notaries pllblic from Secretary 
of State to lIIilke certai n person's nallle 
appeal's. 

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

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

Ii. 5 tdP 1 e to dOCIUU!.!/lt w I til 110 till'y ISS i oniltul·e. 

e. /lffix ~eill to cet'll flc,lte ilnd til liOCIJlllent. 

This forlll 111115 t accompany deputy sheri ffs who are 
~l!lIt Dill of st,lle to execult.! dulies. 

1.'1 

,. 

[t/ill 



o ffi ce Procedure 
Countel\~ork 

DESCRIPTION 

3. Search of Records 

For action against 
speci fied party 

FORM NO. 

Ex. 4 

6 years no action ~x. 5 
(release of attach-
ment) 

STATUTE 
011 

RULE 
PROCEDURE 

d. Collect $1.0[, fee; issue receipt on request. 

h. Complete fOI'll!. entel'ing your si!lnature ill 
two places. 

c. Affix court seal to certificate. 

d. Check index carel files. and dodet index for 
n,1me of pa rty. 

IJ. I f no action taken or pending again~t party. 
complete Certifit;ate as to Search of Records. 
Enter date. name !If pal·ty(ies). 

L--. Affi x seal of court and enter your si gna ture 
(Deputy or Clerk). 

This certificate is necessary for the requestor to 
hl'in!) to the Town (C; ty) \tall for release of 
a ttaclllllent 011 propet'ty. 

a. Check index card file by names of parties for 
case UlJllIlJer. 

h. Pull dOCket sheet and case file to determine 
whether no action has occurred for more than 
six years to present d~te. 

c. If no action, complete certificate and issue 
to reques t.or. 

L5 

.. I' 

CASE REFERENCE NO. _________ _ 

COMMENTS 

Practice in Providence is to accompany certi
ficate with certifjed copy of jUdglll!!lIt and 
docket sheet as back-up. 
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Office Procedure 
Counterwork 

DESCRIPTION 

4. Request for Records 

FORM NO. 
STATUTE 

OR 
, nULE 

CASE REFERENCE NO. _________ _ 

PROCEDURE COMMENTS 

Occasionally an individual may request a case file Inactive cases may from time to tillle be trans
I'lhich has already been sent for storane at eithe,' ferrerl to the Hecoros Center (RP 3.6), theit' staff 
the Records Cellle)', 4lh floor, SuprCllle Court \~ill cOllie once a year to a court, upon notifictl
Building or at the Veteran's f.iolllorial Building at lion that storage space is lacking at the court. 
83 Park St. All records prior to flat filing are Staff of the Records Center will packaqe the 
stored in the Veteran's Building. files. Flat filing was instituted Jan. I, 1966 

(RP 3.7). 

a. Hequest case number and case nallle. 

b. Maintain list of cases ordered, entering: 
case number 
case ndllle 
dil to ordered 
date received 
requestor's name and address 
doculllents to he copi cd and sent to )'eques to,' 

c. Ca 11 appropri ate Hecords Cen ter to reques t 
record. 

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

e. Ileturn case fil e to I!ecords Center. 

1.6 

Th Is j 5 procedure In Newpor t. 

at Supreme Court (401) 277-3249 
at Veteran's ~Iemori.al (401) 277·2283 
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Office Procedure 
Coun tcrwork 

DESCRIPTION 

Ca se nlllllh{~rs missing 

FORM NO. 
STATUTE 

all 
RULE 

PROCEDURE 

a. Check alphabetical index card by nallies of 
pdrties and enter number on document. 

h. If case has not been entered in the court, 
return doculllent to attorlley. 

1.7 

I' 

CASE REFERENCE NO. ________ _ 

COMMENTS 

An ans\~er lIIay be filed ill court prior to the 
fi lill9 of a civil action complaint. Do not 
lio 1 d 011 to paper; fil e-IIIark alld re turn. 

-
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Office Procedure 
Clerical Procedures 

DESCRIPTION 

Chdn'll! a f Venue Ordel'ed 

Case Transferred for 
lIeari nfl 

FORM NO. 
STATUTE 

011 
RULE 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 

II case may be ordered to be transferred to be See RIGLII 9-4-2(-6) concerning venue. 
wholly tried in another division of the Superior 
Court. Hhen the enti I'e Cdse has heen lI'an~ ferred. 
t1ldt case hecDilies part of the ollier county's 
recOI'd alld is assigned a new nlll"""r. 

a. Enter order for' change of 'Venue on docket/ 
tace/sheets. 

b. Gather together case file. rJocl;et sheet. uepo
sitions, exhibits. 

c. Entel' on docket face sheet: dilte and contents 
of transfer of case to (name Court); make 
similar entry to index ciira-:-

d. ~lolke copy of order for change of venue and 
docket sheet and retain ill case file. 

Cases which are transferr-ed !·or_.hearJ_'l(Lonly. re
tain the ot'iginal case file number of the county 
in which lhe case ~Ias filed, 

a. Prepare "dulliIlY" case folder and place In 
case nUlliher orde,' in pendin!) fil/~, 

h, Maintdin iJ list of case files sr.nt out for 
IWill' I II!]: 

c. 

dilte sent, date of hedrln!), cOlwl in 
r-ece i p l off i Ie, 

Follow-up if case file is not returned 
1))'0111[11.1 y , 

1.11 

" " 

E.g" Jones, J. Or-uer entered: Request for 
change of venue 70-1 to Kent County is granted. 

E.g,. 1-9-70 transferred to Kent County as 
ol'del'ed, 

III Newport, a 1 ist of change of venue/trans
ferred cases is maintilined, listing: Dilte, 
case number, case ti tie, court to which sent. 
When a case is returned, it is then crossed 
off the 1 ist. 

II "tickler" system of index Curds by County 
Superior [OUI't is very lielpful. 

!IJ III 



Office Procedure 
Clerical Procedures 

DESCRIPTION 

Depositions 

Trallscl'i p ts 

FOAM NO. 
STATUTE 

011 

RULE 
PROCEDURE 

Upon receipt of deposition from court steno
grapher: 

a. Fi Ie-mark. 

b. Pull case file and docket page. 

c. Enter on docket/face sheets: date. "deposi
tion of (nallle) received." 

d. File deposition in storage area in case
numbel' order. 

e. Return case file. 

Upon receipt of tY'aflscript from attorney: 

a, File-mark, 

b. Pull Cdse file and docket page, 

c. Ellter on docket/face sheets: rlfttH. "tran
script filed," 

d, Sec procedul'e be low. "No ti ce 0 f Appea I to 
Supreme COUI't. II 

1.9 

" 

CASE REFERENCE NO. ________ _ 

COMMENTS 

Enter a document page 11l1lnber (the number which 
denotes its placement in the case folder) ill 
the column at left on the docket sheet Dilly if 
the deposi Uon is to rellidin in the case file. 
I f no numuer appeal's it is assumed tha t the 
deposition is filed ill the case-nulllbel' ordered 
deposition file in the storage area. 

5/73 



Office Pl'ocedure 
Clerical Procedures 

DESCRIPTION 

Ccrt ifi ell (oEY 

" 

STATUTE 
FORM NO. OH 

RULE 
PR'OCEDURE 

Upon reque~t for certified copy: 

a. Collect and record fee. 

b. Photocopy re(]uested docullient if copy is 
he certified is not presented. 

c. Stamp "A true Copy--Attest" on document. 

d. Obtain signature of CLI!lli.. 

e. Affix seal of court. 

f. Give to requestor. 

, 

1.10 

" " 

CASE REFERENCE NO. ________ _ 

COMMENTS 

The present fee i~ $.50 per page if in-
dividual presents copy to he cert ifi cd; 

to $1.00 per page if copy is IIIJde ill the 
Clerk's Office. 

, 

!i/71l 
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Office Procedure 
Clerical Procedures 

DESCRIPTION 

Exemplified Copy 

FORM 

Ex. 6 
Ex. 1 

STATUTE 
NO, OA 

RULE 

5-103 
5-105 

CASE REFERENCE NO, ________ _ 

PROCEDURE COMMENTS 

The most COlllllon reason for requestinq an exempli-
fted copy is for collection on an execution from 
il defendant who is outside the state of Ilhode 
lsI and, Any Pi! pel's wh i c hare to he sen t all t 0 f 
state must be exelllpl ified to be official. 

a. Call ec t and record fee. F] a t fee $9.00 

b. Make photocopY of: 
Each copy $1.00 

Jud[)Jllent 
Docket sheet 

and any other pcipers refjuested. 

c. 5 talilp on bo ttOJII 0 f each copy: 
"A Tr'ut! Copy, A ttes t" -

lIilve CL~-'~JS. sign. 

d. Prepare forills "Clerk's Statement and Judge's 
S ta teJllent" for signature of Presiding Justice 
and Superior Court Clerk. Obtain signatures. 

e. Affix seal of court all each paqe. 

f. Arran!le papers 1 n order with .Ju/!qe' 5 5 ta temen t A sample should be kept on hand for reference. 
on top, follO\~ed by Clerk's !.tdtellient, then 
docllJllents. Bind papers to back i n!l wi th eye lets. 
run ribbon through eyelets, brill!lin!l ribbon end. 
down left side. I\ffix Hold sei\l all ribbons and 
illiprint with stilte seal. 

g. Give to requcs tor. 

I. 11 5/713 
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Office Procedure 
Civil Records 

DESCRIPTION 

Nc\~ Cdses 

FORM NO. 
STATUTE 

OR 

RULE 
PROCEDUIlE 

The filing fee for the entry of a civil acllon 
must be paid for tile Celse to ue processed. 

iI. lleterllilrIC whet.her the cOlliplalnt 15 d: 
civil action 
miscellaneous petilion 
probate appeal. 

b. Ass inn the appr'opriate case number. 

c. Complete receipt. Ellter receipt 
numher in left Illargill of complaint. 

d. Pl ace docurnen tin pre-numbered case fil e and 
place in elppropriate bin for new case 
I))'ocess in!]. 

1.12 

I' I' 

CASE REFERENCE NO. ________ _ 

COMMENTS 

Clerks should inform party thal $10 fee should 
be paitl, hut CiJllllOt refu~e Lu file Uw docu
IIlent If fee is IIOt pilid. See "Civil I\ctiun 
OoclIIllellt. " 

See indiv1duell sections below. 

New case folders should be [wepared ahead of time 
alld placed in numerical sequence so that the next 
empt.y folder indicates illlnediately the next case 
nun~er to be assigned. 

See "Noney depos j ted wi th Court." 

See next page. 

!ill!! 



Office Procedure 
Civil Records 

DESCRIPTION 

New CdS£! File 
Prepariltion 

FORM NO. 
STATUTE 

OR 

RULE 
PROCEDUIFIE 

In il court of hi!]h volume it Is especially jlll
portilnt to prepar!! new Cilse filo foiders ahead 
of lilllll ill .ltlticipaLion of new Cd~es to he en
tcred £!dch clilY. If .this is dOIlC, a CdSC flle 
nUllluer Cilll ue ils!>i!)ned illHllediately ilnd thc case 
file number entcred 011 the rcceipt for the 
entry filing fee. 

a. Stamp empty case file folder with the case 
number. 
The case file number consists of the last 
two digits of the yeilr (~.9., 1978~78-) ilnd 
the next consecutive nUlliber followi 119 the 
last case filed. 

e.g" 71)-132, 

b, Stamp the follO\~ing with the sallie case nUIII-
bel' and place inside Cilse file folder: 

No t i ce to 1\ t torney pos tCM'U, 
Filecc:rds - FOI'm 5-178 (I, 11\), 
Docket Sheet, 
Fdce Shee t 
illallk cas!! ti tle lallel. 

1.13 

CASE REFERENCE NO. ________ _ 

COMMENTS 

In Providence this is the task of the 
reeep t i oni s t, 



Office Procedure 
Ci vll records 

DESCRIPTION 

Entry of New Case 

FORM NO. 

Ex. 0 5-135 

STATUTE 
Oil 

RULE 

'r 

PROCEDURE 

llle civil records section receives the prepared 
Cdse file and fil'sL docullients received ill the 
Cdse (for civil action, usually the complaint 
dnd/or sUliullons). 

a. Prr~pare lauel for outside of case file, 
enterin!J: 

Nallie of case, 
Ileceipt nUllluer (from left Illargin of cam

pI di lit. 

b. Fill in postcar'd notifying of case file 
number and ilia i1 to l~ !A!!~U!!'~ attorney 
(tdke address from complaint). 

c. COiliplele index file cards: 
Plaintiff index: Plaintiff v. OefendarL!:. 
(5-170 I) case filenu:liher. 

Defendant index: Defendant v, Plai!l!.!if 
(S-1711 [A) case fiTenUiiIjj'e~. 

File in alphalJf.'ticdl or'del' in pl'OplH' index. 

d. Ellter headings on docket/face sheets, plac
ing a carbon iJell1een thelll and using facQ. 
sh[~et as original: 

Ndllle of' case, 
Attot'lley niHlle!.. 

e. Make first entry on face/docket sheets: 
(your initials). document pag~ number "1", 
date, "colllplaint filed." 

I. 1·1 

CASE REFERENCE NO, ________ _ 

COMMENTS 

I n Newport lhe address and phone rllJlllhet' a f the 
olttorneys are also entered on lhe dockel sheet 
for reference. 

As documenls are placed in the case folder,each 
is assigned the next seqllential nUllluor to indi
cate its location in the folder. (fler(~rred lo 
here dS the docullient page nUlllber.) 

5/711 



Office Procedure 
C i v il Records 

DESCRIPTION 

["try of New Case, conL'd. 

: 

I 

STATUTE 
FORM NO. OR 

RULE 

f. 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 

Prllofredti and enter (I) a t top of face 
sheel af\d case fi le ldbel to indicate 
ell tr i es d t'e correel. 

, 

1.15 
!i/711 

" 



Civil Action Ooculllent 
~dr:rl'ncl: Ii 5 t 

Upon receipt, FILE-MARK all documents! 

Complaint {or SUllijllons*and Complaint)--*See Exhibit U 
Entry fee $10 (RIGLA 9-29-18, 9-4-7; flCf' 3) 
Jurisdiction of Superior Court $5000 or more 
To be fi 1 ed in co un ty court shown on SUIIUIIOt1S 
If SUllllllons filed first, complaint to follO\~ within 10 days 

of date of service on SUllvllonsi if not tilllely, hO\~ever, 
~tll?l and fU~-marls· 

Enter' date of service on SUllVlIons in docket (for later 
reference in case of default). 

Coun terc 1 a i 1115/ Ansl~ers/Other Pl eadi ngs 
File-mark 
Docke t en try 
I f no case number, check index; 

if complaint not yet filed, file-mark document; 
re turn to fla rty 

Appl ication for Oefaul t/Defaul t Judgment 
See "Oefaul t Judgment" 

Motions, see "Motions." 

JudIJment, see "Entry of Judglllent" 
Judgllien t forms COIIlP 1 e ted by courtroolll clerk 

Debt on Judgment 
Complaint & Sunullons (previous case). Writ of Attachlilent filed 

A debt on judgment case is one in which, in a case previously 
before thts or any other court, a judglllent was obtained and an 
execution ~/as returned unsatisfied. No hearing is necessary on 
the wr ito f a ttachillen t. 
Process as for new case. 

l. 16 

Writ of Replevin 
Civil Action nUlllber assigned 
$10 Entry fee 

Executi ons 
See "Executions" 

Orders - See RCP 77(f) 
A clerk llIay sign orders suhmi tted as result of motion calendar if: 

order states copy sent to other parties 
only 1 order filed; agrees with docket entry 
no objection filed within i days from filin~1 date. 

then: ell ter signa ture to en ter Order. 

5/78 



Special Attention Civil Action Cases 

1. Writ of Mandamus: now CA complaint 

2. partition; CA complaint 
Enter Order of Notice:* 

once/week for 2 successive weeks 

3. Petition to Remove Cloud of Title: 
CA complaint 
Enter Order of Notice* 

once/week for 2 successive weeks 
Return day: 20 days from second appearance of ad 

4. Zoning: now CA complaint 

* See IIPublication by Newspaper.1I 

lol7 5/78 



Civil Action/Miscellaneous Petition 

Reference Li s t 

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

;s to be a c;vil action or a miscellaneous petition. An attorney's indic~-

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

based on actual cases entered at Providence/Bristol. is intendedonlv RS a 

gui de. An experi enced c1 erk wi 11 be the best source for new clerks. 

Civil Action 

Al1 former equi ty 
rna tters 

Writ of Mandamus 
Partition 
Cloud on title 
Zoning 

" 

Miscellaneous Petitions 
Condemnation 
To compel arbritration 
To confi rm compromi se 
Receiverships 
Dissolution of corporations 
Writ of Habeas Corpus (criminal) 
Meehan; cs Li en 
To end partnership 
For extended investment powers 
Forfeiture and sale of motor vehicle 
Writ of Ne Exeat 
Disposal of Property 
To appoint trustee 
Forfeiture of cha rter/appea 1 
Foreclosure/tax liens 

1.18 

N.B. the $25 deposit once required 
to be filed with Clerk to cover 
cost of proceedings has been waived. 

" 

5/78 



Office Procedure 
Civil Records 

DESCRIPTION 

Cdse Pl'oce~sillfJ 

Arbi lra tion 

Dissolution of Non-Business 
Corpora t ion 

FORM NO. 
STATUTE 

OR 

RULE 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 

<1. AsslUfI next cOflsecullve IIIlscnllc1lwous petllion Notice of M.P. /I is not sent. 
IIIJiliber 

t1P ( !!!:!!!'he r-) 

b. Prepare case file. 

c. Prepare index cards, as for C.A. case. 

d. Enter in Miscellaneous Petition docket: all 
duculllents filed and issued (except motions). 

EXiJl\lples of types of Miscellaneous Peti tiofls and 
steps relluired by clerk follow. 

<1. Assign MP fluiliber. 

h. File; entries to Miscellaneous Petition Docket. 

d. Assign MP nUlllber .• 

h. File dlld docket. 

c. lliter order of IIntice for olle puhlication in 
lIeWSp il ll(!r ,11l)winfl return ddte for heariflg. 

d. Certi fV as to date of appearance of dd. 

NoLI fv S!!Cretilrv of State il~ t.o dlssolutloll. 

I • 1 fJ 

,. 

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

See also "Publication hy Newspaper" and 
"Citallon." uelow. 

1j/70 



o ffi ce Procedure 
Ci vi] Records 

DESCRIPnON 

Forfei ture of Charter and 
Appeal r.'olll 

Habeas Corpus. I~ri t of 

r~echdni cs' Lien 

FORM NO. 
STATUTE 

OR 

RULE 

RIGl.fI 
7-6-16. 17 a. 

b. 

c. 

d. 

a. 

h. 

c. 

IHGLA d. 

34-20-14 
h. 

c. 

34-20-1t. d. 
RCP 49 

e. 

I 

CASE REFERENCE NO. _________ _ 

PROCEDURE COMMENTS 

Papers fil ed IJIUS t be 
Assign t1P lIumber. 

s i [Jlled by Attorney Genera 1. 

File; docket. 

Prepare fl na 1 decree at direction of court. 

Send attested copy of finill 
of State, 

decree to Secretary 

Assign f1P number. See "Fugitive from Justice." 

file; docket. -
Issue ~lrl t to sheri ff for servIce. 

Ass igll ~1P number. 

file; docket. 

forth~lith. pub 1 i cl ze once/week for 3 sllccess i ve 
weeksm-tO\~n \~here p"operty located. 

fort!l.I'!.Hh.. isslle Citation to each 
In petition. 

person named 

Issue to sheriff for service. 

5/70 
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Office Procedure 
Ci vil Records 

DESCRIPTION 

Ruceiverships 

Tax Lfens, Foreciosure of 

Condemna t ion 

FORM NO. 
STATUTE 

Oil 
nUlE 

IHGLA 
l 44-9-25 

PROCEDURE 

il. IIssign H(l number. 

:.. File; docket. 

c. Issue Ci tation. 

d. Enter Order of Notice, setting return day lIot 
more than 21 days from cOlllmencement of action. 

e. Readvertise upon decree appointing perillanent 
receiver. 

0. Assi9f1.~II) nUlluer. 

h. Filej docket. 

c. Enter Order of Notice, 3 successive weeks. 

On proceedings re: redevelop'llent, 2 copies of 
Order of Notice are filed. 

On those concerni n9 the Oi rector of Pullli c Harks, 
3 copies of the Petition/Order of Notice are filed . 

• 1. lis s i ~In t~p nUlllller. 

h. SldllV all copies of ahove "true copy attest." 

<:. lie turn top i (!s to il t ttH'ney. 

d. Mdke pulllicatioll il.' I·elluired. 
I. 21 

I' 

CASE REFERENCE NO. __ - _____ _ 

COMMENTS 

5!70 



Offi ce Procedure 
[1 vi 1 Heco)'ds 

DESCRIPTION 

COndelllJlcl t i on, con t 'd. 

Ci tations 

PUblication by News~aper 

FORM NO. 

Ex. 9 

STATUTE 
011 

RULE 
PROCEDURE 

e. If deppsit made, make certain of proper name of 
proj ec t be fore trans ferri ng to bookkeeper. 

A Citation SUlllllons an individual to appear before 
the court at a ~peci fied tilile. I t must be issued 
in certain M.P. cases, such as in receivership, 
mechanics' liens and tax liens. It can issue only 
upon signature o· the jud!Je on the-Order or Appli
ciltion. 

d. Check for judge's !>igndtw'e. 

Il. Prepare ci tation; enter signature of clerk. 

c. Transmi t to attorney for service. 

U. Enter in dOCket date of issuancei later, enter 
t'eturn of service date. 

~ signed Order of Notice is a prerequisite to pub
lication of the Order in a newspaper. The ol'uer 

ISpeclfies ~Ihen and hoVi often the advertisement is 
1:0 appear. 

It is helpful to lIIaintain a list of all news
lapel'S in the county. for quick reference. When 
thel'e is a news papet· in the lOVin in wh i ch the re
>pondent resides, puhlication should be made in 
that paperi if not, publication mllst be made in the 
;ilille county in which the action has been brought. 
fhe order often states in which paper publication 
is to be made. 

1.22 

I' 

CASE REFERENCE NO. _________ _ 

COMMENTS 

5/70 



o ffi ce Procedure 
Civil Records 

DESCRIPTION 

Puhlication by New~pilper. 
COlit 1 d. 

-$' 

FORM NO. 
STATUTE 

011 
RULE 

PflOCEDUAE 

d. Hefer to Order of Notice to deter'mlne ~Jhen alld 
wllere pulll i ca li all is to he ilia de . 

h. HlIke copy of Order; note 011 onler' "Copy mililed 
to (!~.!t~paper) date." 

c. Send copy of Order and letter indicating dates 
to be published and to whom bill is to be sent 
(attorney). [Ie sure to allow sufficient time 
for ne~Jspaper> to receive ad (foJIr to five days 
after fil i n9) , 

d. After publication. get copy of ad and certify 
as to its publication all the specffied dates; 
file in cilse file. 

I. 23 

I' 

CASE REFERENCE NO. __________ _ 

COMMENTS 

Ask attorney ~Ihether galley sheets are required, 
and how many. 

A larger nCl'ispaper wi tit which the court often 
deals lIIay be \~illi/lg to send copies of the ad 
directly to the court so that the clerk need 
IIOt buy the paper and cut out each ad. 

5/70 



Offi ce Proce£lure 
Ci vil Records 

DESCRIPTION 

pI-olJa te JillQga 15 
Case Processing 

Oocumen ts Fil ed 

FORM 

I 

NO. 
STATUTE 

OR 

RULE 

RIGLA 
33-23-1 

I!lGlA 
33-23-13 

33-23-19 

CASE REFERENCE NO. __ - _____ _ 

PROCEDURE COMMENTS 

d. Assign next consecutive probate appeal number: 
PA (number). --_._- . 

h. Prepare Cdse file and index cards as for civil 
actl0n. 

c. Make all entries in Probate Appeal docket. -

Within 50 days after entry of order or decree in Beyond 50 days, appellant petitions Supreme 
Probate Court, appellant to file: Court for leave to file belated appeill. 

Copy of probate record Similar cases may be consolidated under RIGLA 
Reasons of appeal 33-23-17. 

-
a. ISSIJI! ci lations to adversdl'Y parties \'/110 Attorneys notify civil assignment office when 

en tered dflpeil rdnee in Pl'oua te COUy't. case is ready for hearin~. 

II, If dhcontilillilllce, send cet'tificate or coPY of 
decree to Probate Court. 

~ 

" If additiollal citations are requested, issue 
only if lIlay be served not less than 14 dilYS 
before return day. 

I. Send coPy of final Dec,ee to Pt'oba te Court. 

1. 211 5/78 
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Office Procedure 
Ci vi 1 Records 

DESCRIPTION 

!locke l(r ,Ice SII!!l! t En tr i e~ 

Genera 1 

FORM NO. 

Ex. 10 

STATUTE 
on 

RULE 

HCIl 19 

• 

PROCEDURE 

NLlinlaiJling d docket for till civil dction cases 
i; a statutorJ' requirellient; hOloJever, no written 
sta',ciill'ds for contellt at'e provided as a !luide. 
The docket should serve as a complete stlllvilary of 
the papers filed as required by la\·/ in the action 
and of all court activity and activity of coonsel 
having a beal'ing on the case. 
Docket sheets are placed in a looseleaf binder; 
the face ?heet. which contains dupl icate inform
ation, remains with the case file. 
Docket entries way he entered at various times 
during the day for: 

I) fil ings of documents received through 
1IH! ilia i I and over the counter. 

2) entries of judgll,ents. orders. 
3} court dcLioH on hearinvs. 
4) court ac t i on on tr i a Is (gf!ner'illl y en tered 

at cOIlc1usiuli of trial)': 

N.B.: AhoJays check case name and number before 
lIlakin9 entries to make certain proper case 
file has been pulled. 

a. Complete heading inforillation f'JI' each page 
enter page number at lnp r'ight. 

b. NUlliher' each doculllen t as it Is .'eeei ved to t n
tlicdte i b ortler in the C<lse fj l!!i eutm' lhis 
nUillbl:r in co I ullin (no.) il t 1 eft. 

c, llllel' your Initial!; <It ll!ft In "tlo." colullln 
~lllelH!VCr you IIl1lke <In ell Lry. 

I. 2!i 

CASE REFERENCE NO. ________ _ 

COMMENTS 

Clerica1 staff (clerk typisb) type in tile 
enll'j!!s; in Providence. ini Lial s or'e piaced 
beside tlte entry lIIade in case questions later 
arise, Docket entries 011 wurt dctioll are p.'e
pared by courtroom clerks and typed by clerical 
s til ff. 

Docket entries should be tvped; the fac p sheet 
shoul d be the or 19 i nil 1 ilJHJ the docke t shee t 
the carbon copy, i\; iln ori y i na I. tlte face sltee t 

\~i 11 he lIIore cas i ly read by the judge, 

lIeildings should reflect change in counse1 if 
original counsel hilS withdrd\~n. 1\ dllposition 
01' exhibit is 119.1 !liven d numher unless it is 
included in C;tse file. This speedsa-ccess to 
certain doclIllleuLs hy judges dnd cJerks. 

Not it requirelllent III Nt~Wllln't. 

!t/'lll 



Office Procedure 
Ci v i1 Records 

DESCRIPTION 

Documen ts Fil edII ssued 

Orders, Stipulations, 
JudUlllen ts 

FORM NO. 

Ex. 11 

STATUTE 
OR 

RULe: 
PROCEDURE 

d. Ask questio~Df a",counter Dt' courtroom 
clerk if you are uncertain of the proper 
entry. 

All documents filed with the court which become 
part of the case fi Ie should be entm'cd ill the 
docket by: 

date filed (date of file mark), 
type of doclllllent, e.g .• complaint, 
SIlIIiIlOIlS, 

If answer, or Illation (e.g., nKltion to dismiss) 
indicilte ~Ihether filed by plilintiff or defen
ddnt and name if there are mul tiple plain
tiffs {defendants}. 

Proof of service, date served. 

Any document issued by the cow~t, such as ci
ta ti on or bench 11arrall t. 

I f affidavit, indicate I~ho filed alld as to 
\1hom. 

Entries should inclutle: 

Oescription of artier, stipulation. judgment, 

Nallle of judge presiding at session, 

Date of heal'ing to which order referf-. 

For j.!l(i!J!!lents only; judgment book and page 
nUlllhel'. 1.26 

" 

CASE REfERENCE NO. ________ _ 

COMMENTS 

Exceptions: cover letters need not be kept; 
papers filed without entry fe~ 

{e.g., co1l1plaint IIIUSt lJe accolllllanied 
lJy $10 and Notice of appeal /Jy $70 
fee in order to be entered ill 
docket}; Illations which are entered 
under rule of Court. 

A short description assists the judge in 
making a quick review of the case. 

Not a requi rement in Kent and Ne~lpol't, since 
jud!llllents are kept hy year. 5/7B 
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Office Procedure 
Ci vi I Ilecords 

DESCRIPTION 

Court J\ctilln/llcarings 

Court Action/Trials 

FORM NO. 
STATUTE 

Of! 

RULE 
PROCEDURE 

These entries are prepdred by the courtroom 
clcrks for the motion and forlllal/spccial cause 
calcndilrs. The cas!! file and entries are re
tUI'nee! to tile civil rC(.l)I'ds section aftcr the 
Court session for docket entries to be lIIade. 

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

In general, entries will list: 
case nallle, number ,. 
name of judge, 
wha t was heard, 
action of court, 
storage place of exhibits, depositions, 
courtroolll clerk's signatUre. 

Courtroom clerks retain case file and docket en
tri es un ti 1 tr i a 1 has been conc luded. J\n en try 
shou1 d be mad!! for each day tlla t the case was 
heard. 

Type entries as given; ask courtroolll clerk if you 
hilve questions. 

III gener'a1, enlrie~ will 1 ist: 
case nallle, nUlllher, 
!ldtes trial begins, continues illld cOllcluties, 
nallle of .iudue, 
ou leOIlI!! 0 f (.1 se, 
~tora!l(! pldc!' of ('xhihil:s, lr,,"~;u·jpt.~, 

d!!IHIS i I. lOlls , 
l. ?7 

I' 

CASE REFERENCE NO. ________ _ 

COMMENTS 

!' ) speci fic samples of entries may be found 
in sections Courlroom Procedure. "Formal/Special 
Ciluse" and "Motion Calendars." 



Office Procedure 
Ci vil ft2coI'ds 

DESCRIPTION 

Court Action/Tridls, 
cant'd. 

FORM NO. 
STATUTE 

on 
RULE 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 

courtroom clerk's sign6ture. 

I f a judgment, you must add: 
judg,lJeJlt hook ilnd page IIlJlulJer. 

Sec "Entry of ,)udgillen t. " 

. 

r. 28 5/70 

.' 



Office PI'o(;edure 
Ci vil Records 

DESCRIPTION 

f.totions 

1) Hotion Calendar Matters 

Motions 

FOA~r NO. 
STATUTE 

011 

RULE 
PROCEDURE 

File-llliJrked motions i1re first divided illtO t~/O 
categories: 

i) Nolioll Cdlell(lar 
2) Forlllell / ,Jury 1·1.1 t tel's 

These Illations lIlay be either 

iI. 

1) entered ullder rule of court 
or 

2) added to JIlution calendar. 

Sepa ra te into above lwo ca legori es . 

1) 

2) 

«ead motioni the lIIotion title does not 
ili~Jays dl!scrihe i1ccllriltely. 
Mdke surei l is a Illation and not an order 
to be en tered:-

1.29 

CASE REFERENCE NO. ________ _ 

COMMENTS 

In Ull! slIIlll1er coulllies, llIoliulIS M'l! assigned 
lo lhe JIIonthly JIIotion dllY. fOJ'lIl,!l/~peciul 
cause watters will lie heM'£! Oil tile Nhcell
iln€OUS Calendar. 

See "Motion Calendar Reference List" fOI' 
ll1oLions to be aulomatically placed on calendar. 

A lIIotion to cOlllpel answers to interrogatories 
dnd a 1110 lion for iln order cOIllJle 11 i IIg answers 
lo interrogatories i1l'e: "Entered under Hult~ 
of Cour't." 

, 
The words "if objection be filed" lIIay be a 
hint that Illation is lo be entered under rule 
iiFcourt. But check wi lit I'eference page [ or 
Hell 7(b») to lIIake certain. 



Office Pl'ocedure 
Ci vi] Recol'ds 

DESCRIPTION 

Motions, cont'd. 

"Enlerpd under rul e of 
Court" motions 

FORM NO. 
STATUTE 

OR 

RULE 

b. 

c, 

d. 

a. 

b. 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 

Make certain hearing day set out In lIlotion is 
indeed a 1110 ti on day. 
If not: return Illation to attorney with forlll 
let'tel' statinu Illation day schedule. 

Mil ke certa f rl tha t 1110 ti on has been rece ivet! 
six (6) days prior to lhe hearillU date, 
If nQ.t: . Note: "Filed too 1 a '.e-- i s no t tille ly" 
and place in case file; take no further actioll 

11ake certa incase number appears a t top of 
Illation. 
If 1I0t: check index cardfi 1 e for proper 
numher. 

, 

No Le a t top 0 f 1110 t i on: 
of court." 

"En tered under I'ul e 

Place all lIIotions in case nUlllber order to he No docket (face) sheet entries need be lIIade. 
placed ill c<lse files, In Newport, a docket entry is lIIau\!; no notil-

tation is lIlade on tile lIlotion i tsel f. 

-

I. 30 
5!7B 

,. 



offi ce Prucedure 
Ci vi 1 Reco,'r!s 

DESCRIPTION 

I\utoillatically on Calen
dJt" f,lotions 

Motions to Disilliss 

Multiple-Case Motions 

FORM NO. 
STATUTE 

OR 
RULE 

PROCEDURE 

a. Place in order by hearing dJte requested. 

b. Place on "Motion Cdlendclr," entering: 
cuse rHllllber, pdrties. altm'lIey nilmes if 
kno~lIl. 

c. Place check mark at top of 1lI0tion to show 
entry to calendar has been made. 

This is the only lIlotion in this group which I:e..-
9uires .. 1!l!!.L2 doctrtJ!acgj2!l£gt ent.rLbe Illade!.. 
Keep these ina separa te pile so lha t case fil e 
call be pull ed and ell try made. 

Occasionally an attorney will file one dOCUlliellt 
~JIIi ch COli til i 115 il 1 is t 0 f c"se~ ftH' ~Jhi ch the same 
motion is requested. One copy of the motion is 
re(ju i red for eilch cnse numbe,' 1 i sled. 

a, If copies not included, maKe one copy for 
each ca se nUllibet'. 

b. Circle one case nUlliber 011 each copy. 

c. Follow procedure above, acconJing to place
III/lilt 011 cillelllldr 01' ellLry under rule of COlll't. 

f. 31 

" 

CASE REFERENCE NO. ________ _ 

COMMENTS 

Relilind attorney, where possible. to include 
dup] i(;ate copies .. 

5/7U 



Office P)'ocedure 
Ci vi 1 liccol'ds 

DESCRIPTION FOAM 

CASE REFERENCE NO. ________ _ 

! STAT-U-T-E---r--------------------------------------~----------------~··~-------------------

NO. on PROCEDURE COMMENTS 
RULE 

-----------------------4----4-----~ .. ~~~--~------------------------.--------------t_-------------------------------------
2) fol'lildl/Jury t1atters 

Ex,12 $-193 

Continuous - Jury 

These 1II0tions are separated into the following 
catcgor'ies: 

2
ll COli ti nuous - j IIry (lionc in Ne\l[Jor t ) 

Con t i HUOUS - non- j u\,y (none i n Ne~lpol' t) 
3) Formal/special cause (Providl!HCe only) 
q) ~Ioonsocket (Providence ollly). 

Ilead n:otion to see ~Iliich type of hearin!1 of those 
above has lIeen requested. These Iliotic'1S are 
lIsually Iwesented on an Omnibus Assiglllllent form 
which contains boxes to be checked for the type 
of hearing. Only the ~Ihite original copy of the 
form is relaiued (yellow /Ildy he diSCarded). 

a. Note "Entered under rule of Court" at top of 
rnotion. 

h. 

c. 

Locate last page of "Continuous - Jury" Calen
ditr. 

Place on ca1endar: case 1l1l!1IiJer, case nanm, 
attorney nilllies. 

I. 32 

" 

---- - ----- ------

This procedure (01' Prov·idencc. See 
Calendaring/Statistical Reporting 
I~ndbook. Use of continuous calendars 
val'ies among the counties. 
See "l-Joonsocke t Ca 1 enda r. " 

In Newport, no continuolls calendars (jury or 
non-jury) are maintained, however. the cases 
to bH ad{led are 5 epa ra ted at th is po i n tin to 
jury and Ilon-jlwy matters to be Idter added 
to the jury and miscellaneous calendars. Phone 
numbers lIIay (1.1 Sf) be included fOl' reference 
(Newport) . 

5!71J 



Office Procedure 
Cl vi 1 Records 

DESCRIPTION FORM NO. 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 
S';'"ATUTE 

OR 
RULE 

----.----------------~----~--4_~~~--~------------------------------_;---------------------------------

Continuous - Non-Jury 

FOI'mal/Special Cause 

Mo ti (HI~ to A HilCh 

d. Place page numher of calelll!~t' elltry at top 
of Illation. 

e. Pl ilce papers ins tack to be I'e tUl'ned to case 
file. 

See procedure ahove for Continuous - Jury. 
Nake entr;es to "CaIlLint/Gus - Non-JIII'y Calendar." 

When this category is checked off, a judge's Sig
na tUt'e and a da te for hear'i ng mus t appear on tile 
form. 
If not: retuI'n form to attorney. 
r~otlons to Attach are included in this categot'Y. 
~ee helo~/. 

a, Make certain date for hearing is a court day. 

h. Place lIIotions in Ilt'del' by hearing date. 

c. Place all Formal/Special Cause Calendar." en
terirt9 case rllUllber, CllSe nallle, attorney nilflles. 

d. Place check mdrk (.I) at top of lIIotion to show 
entry to calendilr has been Illiide. 

I!. Plllco all oUlQl' lIIotiollS ill pile to be retlJ)'(wLi 
to CilSI.! file. 

lit!!> IIICltioli r.(!Clld!,~!s that d~lC~I!t H~!=l.!l. ~!!!!~t ~!I
tr!!~S Ill!, !II!!~!!!. Hatdin ill Sl.!pilrilte ri1e so that 
eilse file!> ,)rI! PlJlled iHld Ute propel' elltry IIIdthL 

I. 33 

I' 

Tlli s wi 11 be used for refet'cnw if all objection 
to the motion is later filed. 

5/1B 



Offi~e Procedure 
CiV11 llecords 

DESCRIPTION 

Woonsocket Calendar 

FORM 
STATUTE 

NO. all 
RULE 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 

Sessions at'e held liel'p. during only t~IO months of 
the yeaI' (e.g .• in 1978. March and October). 

a. Make sure dale requested is a court dale. 

b. Add to "Hoonsocket Calendar 
naflle. a tlorlley names). 

(case number, case 

c. Place check Inark at top of lIlotion to sho~1 
entl'Y to calendar has ueen mude. 

-

. 

I. 34 5/78 

,. 



Motion Calendar Reference List 

Set down automatically on motior. calendar: 

Motions to: Dismiss* 
Produce 
Strike 
Quash 
Substi tute (party/parties) 
Default 
Protective Order 
Entry of Judgment 
Summary Judgment** 
I~i thdraw (A ttorney to Withdraw) 
Vacate or Intervene 

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

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

** Motion for Summary Judgment: mus t be fil ed 
ten (10) days prior to hearing date. 

Motions entered under Rule of Court, unless objection 
filed (R C P 7(b)) 

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

interro9atories (R. 37(a)) 
Compel answers to interrogatories (R. 37(a) 

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

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

N.fL A Motion Lo Attach is ass,iqned to the Formal/Special Cause Calendar. 

I. 35 5/70 

" 



Office Procedure 
C i v i1 Records 

DESCRIPTION FORM NO. 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 
STATUTE 

011 
RULE 

-----------------~~_4~~~~~--~--------------------------_+-----------------------------
Objections to Motions Objections to motions /IIust be filed within three 

(3) days of the da te re'lues ted for heari ng Oil the 
lIlotion calendar. In compuling time, the day of 
the heari n~1 is coun ted a s day 3 and tlte da te 0 f 
lhe fil e-llia rk is dilY 1. 

Case folders are pull ed for reference to the 
motion bein!] objected to in ord£w to determine 
whether the case now needs to he added to the 
motion calendar. 

a. Hake certain proper case folder has been pulled 
Check names am! numher. 

b. Check to make sure document is Indeed an objec
tion; titles can be lIIisleadinn. (1 t may, for 
example, be an objection to dn affidavit which 
requires a docket entry rather than a motion 
calendar entry.) 

c. Oetenillne motion in fl'e to \·/hich objection 
cOrl'esponds to acc..ess h.:aring da te and deler
lIIine ~Ihetlter' lIIotlon has )wen set for hearing. 

If mJtfon Is not in file add objection to 
hearing calendar (see below). 

d. Check that objection is timely - I.e., wi thin 
3 days of hearing. 

Day 1 - date of file-mark 
Day 3 ~ date of hearing 

If objection I!.n_ti.'!!.~1y.: S tilmp on objec tion 
"filed too late - is not tilllely" ilnd plilw in 
case file (,take no further dctlon ). 

l. 36 

An "objection" which lists no date for hearing is 
likely to be a document ~/hich requires a docke-t 
entry alld not an objeclion to a Illation. 

Hherever there I s a 'lues ti on. it is preferable to 
make the entry to the calendar rather than simply 
filing the document In the case file. 

5/78 



Office Procedure 
Civil Records 

DESCRIPTION 

"fntered Under Hule of 
Cow,t" 11otions 

Motions already entered 
on 

FORM NO. 
STATUTE 

on 
RULE 

PROCEDURE 

e, Make certain date requested is il 1II0lion dilY, 
If !!2 ~, I"e Lurll to at Lorney . 

I r iI lilllely oh,iection has heen received, tile case 
II\IJ~ t be dtided to the 1110 ti on Cd I enda [', 

a. Use block-out stalilP to obl1tel'ate "Entered 
under rule of Court" stalllp, 

b, Add to motion calenddr for date indicated on 
origintll Il\otion. 

When a page nlJll\ber appears a t the top of the 1110-
tion, locate t.hat page in the appropriate calendar 
(contiIllHlLls-jw'y / non-jury). 

a. Locate case nUlliber on JllIoe, 

b. Line-out; write "objection filed, ddte." 

c. t~ake new entry to 1II0tion calendar'. 

When II check-murk appears at the top of the lIlotion 
it indicates that Lhe case has already been'added 
to the lIIotion cdlentiar. Place it check-lIIat'k on the 
objection dllll pldce it in the case file, 

I. 37 

CASE REFERENCE NO. ________ _ 

COMMENTS 

If tile corresponding 1II0tion does not itppeat' 
to be in the case file, assign calendar date 
indicated on objection. 

~/71\ 



Office Procedures 
Civil Ilecords 

DESCfllPT10N 

Ile Fa u 1 t ,1 udqll!en ts 

!lffi((avit and Ilequest 
for entry of Judgillent 

Entry of Oefaul t 

fORM NO. 

Ex. 13 S-203 

Ex.11 S-135 

STATUTE 
OR 

RULE 
PROCEDURE 

1\ defendant who fa ils to answer wi tlri,; 20 days of 
service of the civil action complaint may be 
defaulted for 1I0t answering upon application by 
the plaintiff's attorney and upon cerlain other 
filings and conditions. A clel'k or designee 
call entel' default if the conditions below are lIIet: 

Upon receipt of appl/cation For entry of defaul t 
and affidavit: 

a. File-mark documellts and pull case file. 

b. lidS defendant filed an answel'? 
I f so: stop; no flll'ther action lIIay be taken. 
No? Continue below. 
If there are multiple defendants. default may 
be entered only aga ins t defendant \~ho has not 
answered. -

t:. Is there proof of service ill the file? 
lIave 20 full days elapsed sillce service? 
I f yes to both: continue. 

d. liave dnClIlllen ts been no tal'l zed? 
Does olltot'lley's ~1.!J!!i!tur~ (nol typed HLlJlIe) 
appear? 

If the above requil'elilents are fulfilled. the 
Clerk IIlay 1I0~1 enter defi\ul t; however, additional 
revie~1 of the clailll rs-iiecessc.lry hefot'e the cler\; 

CASE REFERENCE NO. ________ _ 

COMMENTS 

lIIay enter a defaul t jlf(tglllen~. "See Defaul t Judgment," LelO\~. 

1.30 

5/70 



Offi rf> Prncp.dllrc 
Civil nec(lI'ds 

DESCRIPTION 

[nll'y Df llefillilt. cDnl'd. 

De fd ul t JudUlllent 

Judglllen t by De faul t uJlon 
llpp I i Cd t iorl tD Clerk 

FORM NO. 

Ex. 14 S-202 

STATUTE 
OR 

RULE 
PROCEDURE 

il, Sign on appropridte place on forlll to enter 
dcrillrlt. 

h. IfI~el't clIse Jlilpers ifl fi Ie dnd transfer to 
C i v il record~ for docke t en lry. 

c, Enter on dDcket (face sheet "Default entered 
by cler'k dS tD !lOIlIe defendant)," 

The appliclItion for entry of default lind that for 
entr'y of def~~l!. j~9l11ent lIIustappear on t~IO 
sepdrate pages. 

a. File-illurk all documents and exailline: 
lIilS lhe plainti ff filed all aff/davi t set
ting forth thdl derendilnt is not a lIIinor, 
or incoillpetent, nOl' ill lIIilitary service? 

If yes: CDntiflue. 

Is the alllount of claim a SUIII certain? and 
is it the sallie or' lesser alllount (exclurne 
of interest) as set out in the cDlllplaint? 

A SUIII certain is an alllDunt Ivhich can be 
vel'ified by cOlllputation--i .e .• no attorney 
fees Dr dilillilges for pain ilnd suffering lIIay 
be i nl lded. 

If ulllOUfit is not for iI SUIII ct!rtilin: con
tact at/:Ilrneii-Inforlll hilll lD set case on 
rllrllltil/Special CilU~t! Lllentllll' Lo IH'UVe 
dalJlu!le~. Ifl lhis Cilse, Lhe clel'k CMI enter 

I. :I') 

,. 

CASE REFERENCE NO. ________ _ 

COMMENTS 

!.J/lB 



,. 

Offi ce Procedure 
Ci vi 1 Ileconls 

DESCRIPTION 

Entry of Defalll t 
Jud(1l11ent 

Ans\~er filed by defen-
dan t a Fter De faul t 
JudgllJen-t -

FORM 
STATUTE 

NO. all 
RULE 

b. 

c. 

d. 

e. 

a. 

b. 

c. 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 

defdull as to the defendant. but deJault 
j!'!~!J!lIe~~ mlls t be e,l tet'ed by llie court. 
If fur a SUIII certain: continue below: 

Enter your sig~alure in appropriate place 
on torm. 

Insert all papers in case file and tran5fer 
to ci vil recOI'ds for docket/face entry. 

Enter copy of defalll t judglllent in judglllcnt 
book. ~ee "Entry of Judgment." 

Enter on docket/face sheet: Oetaul t judgment r 

enlered by (~]erJJ for llle (plaintiff) in 
tile dl!lOunt of 1 ____ plus U!lt')t()slJ plus' 
$~osts) .. Book No •• page 

Fil e-lIIark and enter on docket/face sheels 
"Ansl-ler filed out of tillle." 

Notify the plaintfiff's attot'lley tllat an 
answer has been filed out of tilile. 

Noli fy defendanl's atloruey that lie must 
makc proper motions to remove default 
j udglllent 

1.40 

5/70 
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Offi ce Procedure 
Ci vil Hecorus 

DESCRIPTION 

Entry of Judqment 

FORM NO. 

Ex.14 5-202 

STATUTE 
OR 

RULE 
PROCEDURE 

A copy of any jud!Jlllelit. i.e .• a jud!]ment all ver
dict. on decision. by rlefault. etc. must be entered 
in a book kept for thilt purpose. The book serves 
as a I]uick refer'ellce to the jUdqllll!llt whell the case 
file is not illvllediate1y available. 

The judgment book is actually a I-illn binder in 
which are entered one hundred judqments. Each 
binder is assigned a book number and each judgment 
receives a Pdge number which is the next consecu
tive number. assiyned in the order in ~Ihich judy
men tis en tered . 

a. Determine book alld page number in which copy of 
judgment is La be entered. 

b. Enter book and pane nlJlllber all jud!lmellt. 

c, Photocopy the judYIIIp'lt. 

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

e. Make entry to docket/face sheet. inc1udiny 
Name of judye. ,)lIdrJmen t en Let'cd (~ta te 
judrJlllell t). !look II. pa~le. 

I. 41 

" 
I' 

CASE REFERENCE NO. __ . ______ _ 

COMMENTS 

A stipulation or a(Jreeml;!nt is not a judqlllent and 
is !1.2.l to be en ter'ed i no this hClOk. . 

This is procedure for Providence. Kent County 
maintains the Judgment Book by..Ylli!L OUle" 
counties do not entel' book and page number on 
jud~lIIent. 

To keep track of the last hook/page number 
assigned. maintain a list of numbers 1 through 
100 for each hook dnd cross off the nu"~er once 
it has been used, 

!i/lB 



Offi ce Procedure 
Ci v i I Ilecol'ds 

DESCRIPTION 

Not ic e of IIppeill 
to SIJPI'PIIIl! COlJn 

Noti ce 

FORM NO. 

:X. 15 

STATUTE 
011 

RULE 
PROCEDURE 

The No li ce of IIppeal 1'1'0111 judglllent 01' dec i s i 011 
of the Sllpel'ior Court must be filed within 20 dJy~ 
ufter lIwdate of entry of jlJdgment. If the 20th 
dily-falls (HI a SllnddY. the allO\~ahle tillJ(~ is ex
tended to Monday. 

/10 action may proceed all the Notice of Appeal 
lmless it is accolilpanied by the $70 fee. If the 
dppellanlclailllS to have insufficient funds to 
poy the fee. illforlll individual that he must con
fer with the judge for leave to file tlte notice 
of dppeill I~ithout payment. 

Upon receipt of timely Notice of A!"'l'eal and fee 
(0 r a 1I tho r i ZJ t i on no t to pay): 

a. File-mdrk Notice; prepilr'e receipt, give 
ori!linal to appellant. 

h. En tel' rece i pt numblw on No ti ce. 

c, Screen Notice for proper completion. Is a 
lranscri pt needed? I f no mention of tran
sCI'ipt, check I·d th attorney. 

IIUor,wys ilre rc)sponsllJle for ordpring 
11·"n'.c.I·il't .1nd fol' (l1'1!I'''YIIU!IIt or ",!.IlIh,LIHI 

,. 

CASE REFERENCE NO. ________ _ 

COMMENTS 

If the Notice is not timely, of if fee does 
no t accompany No ti ce, con tac t a ttorlley and 
inform of proper procedure. (A courtesy only) 

The officiol Notice of IIppeul fonll has il box to 
check for whether iI trall~cl'i pt is needed; 
aLtonreys using a different f01'1II IIhly for!)et 
to mention the tr'MI5cripL. which mu~t be 
ordered wi thin 10 days frolll the IIM.ice. 

1,/ II! 



Office Procedure 

Civil Her.rwds 

DESCf}IPTION 

No ti ce, con t' d. 

Supreme Court returns 
lase 

FORM NO. 
STATUTE 

Oil 
RULE 

PROCEDURE 

cost, paid through the office of the SUj"erior 
COlll't Adillinistrator. The attorlley brings the 
transcript to the court upon its completion. 

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

e. Enter in docket: dale Notice filed "Notice 
of ApPf!al filf!d by I?@i!!~l.!I (defendant) 
and copy of !lotlCf! wailed to 
(Tra/lscript ordered.)" _._._ ....... -_._--

f. If transcript is not lIf!eded, or ~ihen tran
script has been filed with Court: 
Gather together all case papers. including 
depo~itiuns,exhihits ancl triln~cripts for 
trans fer' to Suprelile Cour t. 

g. Enter on docket/face shef!ts: date certified 
to SlIpl'elile COllrt--"All papers, including 
transcri pls and exhibi ts translili llecl to the 
Clerk of the Supreille Court." 

The Suprelile Cow,t will I'durn the en tire ca 5 e 
as ~Jell ilS a copy of tht: Supreme Court Opinion. 

a. file-mark opillion. 

b. enter on docket/face sheets: 'Uate, cas!), File 
transcript and exhihits received trom the 
Clerk of tile Supreille Court. In accordance 
\~i th an opinion fi led in the Supreme Coul't 

CASE REfERENCE NO. _____ ~---

COMMENTS 

517B 



Office Procedure 
Ci vil Records 

DESCRIPTION 

Suprelile COllrt, cant'd. 

FORM NO. 
STATUTE 

Of! 
RULE 

PROCEDURE 

by Nr·. .Jus ti ce 
findinu s ). 

_____ . ____ , (state opinion 

c. Con t"c t "t torney!. a f record by phone to i n
f01'1II of Supreme C.ourt opinion. 

d. ~lail copy of opinion to atlorneys of record. 

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

f. Place case file in case number' order. 

1. 44 

" 

CASE REFERENCE NO. ________ _ 

COMMENTS 

The Superior Court opinIon is contidentiaJ 
un ti 1 a ttorneys hi! ve bee II no ti fle'(C --.---. 



Office Procedure 
Civil Records 

DESCRIPTION 

Executions 
--'Reques ted 

Prepared 

FORM NO. 
STATUTE 

all 
RULE 

9-25-5 

RCP 69 
RIGI.A 
9-25-3 

RIGLA 
9-25-4 

Ex. 16 S -171 fllGLA 
9-25-4 

RIGLA 
9-25-14 

PROCEDURE 

iI. Upon request for execution, collect $[1.00 fee 
and prepare receipt, giving original to 
reques tor, 

b. Enter on list of Executions Ordered: 
docket number 
name of case 
requestor's name (and address, if to be sent) 
I'eceipt nUllluer 

lIefore an execution nlily issue, the following con
ditions must hold: 

Judgment has been entered for at least 20 
days ~Hld no 10nner than 6 years 
No Notice to Appeal has been filed 
No other 1II0tions to stay appeal Or execution 
have been filed. 

CASE REFERENCE NO. _________ _ 

COMMENTS 

The clerk mi9ht save the requestor and the office 
lillie by askinq at this point whether at least 20 
ddyS have elapsed from entry of judqment and 
\1hether Notice of Appeal has been filen. 

In Providence, a courtroom clerk prepares the 
Execution. A derk ~liould check that 1 t is pro
per fOI' execution to issue befm'e instructing 
clel'k-typist to type form. If Execution re~ 
(juested on Promissory note, copy of promissory 
note liIust be on file before execution lHay issue. 

u. Complete execution form, sLriklng non-applicabl( If execuUon against trustee or trust estate, 
items and adding claim intel'est accrual if see RIULA 9-25-12, 
applicable and cost amount. 
Include: 

da te 0 f relllierl nq of juc!qmen t 
return ddy (6 months f!'D1II date of issuance, 

to he court day) 
flilllle a fat torney 
court seal 
clerk signature 

1.45 

,. " 
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Office Procedure 
Civil Records 

DESCRIPTION 

Prepared, cont'd. 

!teturned 

Additional Executions 

• FORM NO. 
STATUTE 

OR 
RULE 

RIGLA 
9-25-2o 

PROCEDURE 

b. Transmit to requestor. 

c. Enter "date, execution issued," in docket. 

d. Cross 0 ff entry on executi on ordered 1 i s t. 

a. File-mark. 

b. Enter in docket "execution returned (~Iholly) 
satisfied (unsatisfied)" 

c. Place ill case f11e. 

The oriqinal Execution expires after 6 1II0nths. If 
not sel'ved ~litllin that time, the refjuestor may, 
upon return of the original executiol} and payment 
of $5.00, receive an "Alias" Execution. Upon ex
piration of the "Alias," a 1st, 2nd, 3rd, etc., 
"Pluries" execulion lIlay be issued. 

d. Add to list of executions ordered, as above, 
collecting fee. 

h. Complete fll'W execution form, changing date of 
issllance, and indicate "Al iilS" (or Pluries) ilt 
top. 

,. " 

CASE REFERENCE NO. ________ _ 

COMMENTS 

At ta eh copy 0 f I'I'ollli s 501'1' no te to [xeeu ti on alld 
return to requestor. 

If unsatisfied, Supplementary Proeeedinns may 
follow. See below. 

If lhe original has been lost, attorney's affi
davit appI'oved by lhe jud~e must be filed in 
order for exeeutiop to issue. 
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Office Procedure 
Civil Records 

DESCRIPTION 

Additional Executions, 
contld. 

SUfJP I ementary Proceedi ngs 

FORM NO. 
STATUTE 

on 
RULE 

Application for Citation Ex. 1~ 5-174 HIGLA 
in Supplementary 9-2B-3 
Proceedings 

Citation in Supplementary Ex. lB S-175 
. Proceed! n9s 

Hrit of Ilody Attachment Ex. 19 5-176 9-17-7 

CASE HEFERENCE NO. __ ----__ _ 

PROCEDURE 

c. Issue to requestor. 

d. r·lilke docket entry; place original expired 
execution in case file. 

An unsatisfied execution must be retw'ned before 
an dpplicalion fOl' a ci tation in supplementary 
proceedings will be approved. 

COMMENTS 

fllis form must have been filed ~!1 signed by judge This is a Formal/Special Cause lIIatter. 
before ci talion lIlay issue. 

a, Upon \'eceipt of properly signed application and Present fee is $1.00, 
payment of fee: prepal'e ci tation, tilking In- If c1 tatlon is to he served on a corporation, a 
forlllation directly frolll dppl ication. specified officer of service must be named. 

b. Issue original to requestor. 

c. Note date of service on citiltion In docket. 

If the defendant fails to appear on the return day 
lIilllledin the citation, the court IIldY request the 
clerk to prepare a HI'i t of !lady Attachment. 
a. Prepare fonn. 

h. Affix court seal; enter clerk's signature . 

.. Give original to attorney. 

f. 47 

I' 
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Office Procedure 
Ci vi 1 Records 

DESCRIPTION 

~1ri t of Body Attachment, 
conl'd. 

Oniel' to Sho~1 Ca us e 
Ci ta ti on 

FORM NO. 

Ex. 2[ 

STATUTE 
OH 

RULE 

d. 

HIGLA a. 
9-20-6 

h. 

c. 

tl. 

CASE REFERENCE NO. ___ - _____ _ 

PROCEDURE COMMENTS 

Place return of service in case file (on 
ori!Jinal ilttaclllJlCnt, returned hy ~hel'lff when 
de fendan t hl'ou[Jh t to COlwt). 

At direction of court. I"ll'epare Citation (no 
charge) . 

Affi x court seal; enter clerk's signature. 

Give ori 9i na I to attorney. 

File return of service. 

, 

5/70 
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Office Pro~edul'e 
Cl'i fIli na 1 Records 

DESCRIPTION 

f.n!r .LQL ~ a 2g, 

lndictment (red folder) 

Infortllation (ureen folder 

Criminal anneals 
(b 1 ue fo 1 de t') 

FORM NO. 
STATUTE 

on 
RULE 

PROCEDURE 

The information and indictment packages are re
ceIved fl'om criminal schedul ing in case number 
on\f!r along· l'lith the pink copies of lile Notice of 
I\rl'a i UllIllen t. 

a. Stamp each folder and index card with case 
number. 

b. 5 tamp "i nforllla lion fil ed" or "i ndi c tlllon t fil ed' 
on face sheet and docket sheet alan!] wi th ddi.!, 

c. 

d. 

for indicltmmt cases. on iuside of case follJl!l~ 
ell ter amoun t of cour't cos ts to be cha l'ued. 

flll.(·" arra ignment date on face sheet. 

e. COlilplete index card, enterin~: 
I) defendant's nallle 
2) charue(s) listed for defendant. 

f. Place index cards in alphabetical pending file 

g. Type lal~ls for case file folder. entering: 
ti tle of case. 

h. Place face shee~ in case folder and docket 
sheet in docket book. 

i. Place case file folder in Ilulller'ical sequence. 

il. I\ssign case nUllibers upon filin() of District 
Court misdemeanor cOlliplaint; stoll1\! folders 
index can] wi th Cilse number. 

l. 49 

" 

CASE REFERENCE NO. ____ . ____ _ 

COMMENTS 

This nllmber \~as given to the l\ttorney General 
eal'oers hy the Clel'k's Office. 

The Court costs ilre divided equally among 
all defendants mentioneo ill indictment or 1n
forma tion. 
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Office Procedure 
Criminal ,Records 

DESCRIPTION 

Crilllillnl ilppeill$ I cont'd 

: 

FORM NO. 
STATUTE 

OR 

RULE 

h. 

• c. 

d. 

e. 

f. 

9, 

h, 

I 

CASE REFERENCE NO. ________ _ 

-
PROCEDURE COMMENTS 

Etlter date of filing on face and docket sheets. The costs are entered by Distr'icl Court 

Enter cosls on illside of case folder. 
on the bottom of the JIIisdcJIICilllOr cOlllpluintj 
if 110 entry appears I cos ts nre assullied to be 
$3.50. 

Prepare index card; place in pendinq fi leo 

Type lahe 1 for ca~e fl1e folder. 

Make copies of complaint, and docket sheet and 
send to attorney !Jeneral. 

Place case folder in numerical file. 

Hake entl'Y to calenllar ti tled "serious 111\ s~ 
dellieanor's. IJ 

1) de f enda II t '5 /lilille 
2) case nUlllher 
3) charge{~) 

} 

1.!iO 
~i/7ll 

,. 
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Office Procedure 
Cri mi na 1 Reco l'ds 

DESCRIPTION 

Index Cant File 

fOAM NO. 
STATUTE 

on 
RULE 

CASE REfERENCE NO. ________ _ 

PROCEDURE COMMENTS 

Two index card files are Illainta i ned: pending and In Newport only one index card file ;s 
tl i sposed. maintained, including both ,.ending and closed 

Cilses. 
J. Enter on cill'd: 

Ile fendan t name. 
IlIdlctment/infornratjon /lumber. 
Charges and counts of indictment. 

Il. Place in file alphabetically by defendant's 
lils t naille. 

c. Enter dute and disposi tloll when case is dis-
posed. 

1. Place in disposed file. 

I. 51 
5/70 
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Office Procedurc 
Crimi na 1 Record5 

DESCRIPTION 

Criminal /\PJlcals 
--(Trii"ffic}---

FORM NO. 
STATUTE 

OR 
RULE 

PROCEDURE 

Appeals from District Court are fOI'~tal'lled to the 
Superior Court. When file is received the follow
ina procedure should he follovled: 

a. StdfllP d,lt.e of fi1111U 011 filCtl allcl docket sheelsi 
enter heddinu infol'III<lUon. 

Il. Check fOI" yellow 5Ullllllon5. (Contact District 
Court if fIIissing.) 

c. Assign case numuer, and enter on foldel' (blue) 
ilnd index Cdrc/. 

d. r,.epal'l~ index c<lrd: 

1. neft'lul'lfIl's thlUll! 

2. ClhJrue(~), 

e. ('ill! iudex cardin alphahetic (lend/nu file, 

f. Type lallel for citse file folder, 

g. ~Ii!ke copies of 5LJIIUliOnS and docket sheet and 
fonldl'd to Atlol'ney Gener'al 

li. Place case folder in nUilierica1 file. 

i. Make (~lItry to c1l1enddr tilled "SeriollS Mls
dellillilIH11'S": Ilo~l Book J 

1. (\!fendilnt's 11 ,I III e , 
2, Case nu,lIbcI', 
3, Ch<lrue(5), 

I. !i2 

CASE REFERENCE NO. ________ _ 

COMMENTS 

If it blue transfer card accollipanies the file 
frolll Bistrici. Court. stallip ~lith Clerk's sia
nature and return car'd to Oistrict Court to 
certify receil1t of file. 

In Newport, when there are lIlultiplll defendMlts 
all the S'IIliC case, iI dockel sheet is Illude up 
for each defellll,llIt, but kept in 5<1l11e Cdse 
folder'. [dch ((ock(!l sheet is lIssluned all illpllil 
character to correspond to it pitl'liculdl' uet'ellddlt 
so that char!)es ilnd court action on illdividuills 
i1re cleiu'. 

!i/7U 



Office Procedure 
Crilllillill Recol"ds 

CASE REFERENCE NO. ________ _ 

----------------------,---~----~--------~----------------------------------,-------------------------.-----------STATUTE 
DESCRIf'TlON 

Disposition (Guilty) 

Sen tencl~d to rri v i ng 
School 

Daily Tri'lls!'littal LIst 

FORM NO. 

No. 

Oil 
RULE 

PROCEDURE 

i1. Check hack of 5UIIIIIIOIIS for disposiliou: fill 
in if not alreildy entered. 

b. ~1i1ke entl'y to docket and fdce slJeet. 

c. Make entl'Y Oil index card and place card in 
disposed index card file. 

d. Complete iilis.tr.dc.t. of case and (11h1 te copy) 
and fOt'wal'd to Registry of Hotol' Vehicles 
dnd Bureau of Violations. 

a. Complete the above steps a-d. 

b, Check order of court for judge and clerk's 
signatul'e. 

~ Place order in case file folder. 

The following pl'Ocedul'lf should be performed fL'r 
all criminal appeal traffic dispositions; 

a. C OIllP 1 e te transilli t ta 1 forlll; 

1. S UlIlIlons number', 
2. Defendant nallle, 
3. J wJf/e nil/lie, 
4. 0 f f i cer" s number, 
5. Date of disposition. 

h. Place original in file. 

c. fonlard copy to Dureau of Violations 6th 
District COUI't. 

\.53 

" " 

COMMENTS 

In Newport a certified copy of the judgment 
and the original sUlllmons serve as the abstl'act 
sent to Motor Vehicles. A certified copy of 
the yellol~ SUIlUllons is sent to the Duredu of 
Vi 0 la tions. 

No transmittal list prepared in Newport. 
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Office Procedure 
Criminal Records 

DESCRIPTION FOAM NO. 
STATUTE 

011 
RULE 

PROCEDURE 

<1. COli/plett! l!Cut/I,,!} j"rol'll/lltion 011 Bail I/ecog
IIlldlice form. 

0. Ilead conel i tlons of lIa f1 to defendant. 

c. Enter conditions of hail on form. 

d. Upon posting of ball. have defendant sign fonn 
in "Release ordered" section. 

If hail is posted by other' than defendant. 
have that person sign underneath defendant's 
signatw'e and address. 

e. Mdke out receipt for bail in duplicate: give 
originill to defendant (or person posting hail). 

f. Place hail form In case folder. 

!J. Give case folder and lIIoney Lo hoo~kel!per for 
deposi t to HC!listry Account. 

h. Place copy of cash ,'eceipt in numerical file 
for Stilte Audit. 

l. 54 

,. 

CASE REFERENCE NO. ________ _ 

COMMENTS 

Property hilll <lffiddviL is reviewed ilnd 
dpproved hy trw Attorney Gener,ll '5 office. 
thaI! 5uhllli tted to tlte cJel'k for pI'epar-
aLi on of Ila il Hecogn i Zilnce form. Procedure 
at left appl ias exclu£Ji,,!/ receipt and money 
re ferences. 

See rlnancial Miltter~. "HegisLry Accollnl." 
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Offi ce Procedure 
Crimi nal Records 

DESCRIPTION 

Cash Bail Posted 
Uocke t I:ntrv 

Cash Oall Relurned 

FORM NO. 
STATUTE 

OR 
RULE 

PROCEDURE 

Once the cash bail has been recei ved and the re-
ceipt and forms have been completed the clerk-
typist must record the transaction on the docket 
dnd face sheet. Since the clerk is called on to 
Furnish case infonlla'tioll to interp.sted parties. 
<III alphabetical index card system is llIaintalned 
fOI' the record i ng of cash ba il for each defendant. 

d. Type cash ba il index card from courtroom cl erk 
nota tions. The information contained on the 
index card includes: 

1) defendant's nallie 
2) date of bit'th 
3) case rllulllJer 
4) c hill'ges 5l amount of cash bail 
6 dille hai 1 was pos ted 
7) name ilnd address of individual furnishing 

ba i 1 

), Make entry to 
and date." 

face and docket sheet "Oa il pas ted 

.. Give case folder and docket sheet to bookkeeper 
for entr'y. 

.. He turn case folder to ft Ie . 

lIefore cash bail lIIay be returned to individual who 
posted bail: 

d. Check to see that matter has been disposed of. 

'1.55 

CASE REFERENCE NO._, ______ _ 

COMMENTS 

In Newport a book entry is lIIade containing 
case number. ca se name. and illlloun t. The 
dup 1 i ca le receipt is attached to the page 
entry. 

Bookkeeping entry to face sheet would be "Cash 
bail in lhe sum of ~!!!h received and deposi ted 
into lhe Registry account - Page~," 

5/78 



Office Procedure 
Criminal Records 

DESCRIPTION FORM NO. 

Cash bail returned, cont'd £x.24 

STATUTE 
Of! 

RULE 
PROCEDURE 

h. COJllplde forlll "OrdCl' PayulCllt of Money from 
Ilegistry" enlerinq tire followinfJ information: 

1) case nUlIIl>el' 
2) l.lefenuant's nalile 
3) !lame of individual to ~'hofll money is to be 

returned 
4) date order is entered 
5) state the disposition of case 

c. Secure s i !Jllillure 0 f Jud~le. 

d. Give Order and receipt to bookkeeper for 

CASE REFERENCE NO. ________ _ 

COMMENTS 

paYlllflllt. The individuill will be sent a check See financlal Matters. "flegistry /lccount," 
i II the pl'oper il11lOl11l t. 

e, f1ake entry to face ilild (Iockel sheet "Ol'der In lh!wPOI't, updille cash ball l),lye. including 
elltered for' tlw return of cash va il." and date, chec): number for retm'l\ of bilil; stilple original 

rewipt for bail to elltry pelge. 
f. Place CLlse folder ill file. 

!t. Make enl.ry on cash vail index card "Order 
entered fm' return of cash /Jail," and date. 

h. Place index card In disposed section of Index 
fill!. 

J,!)6 
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Office Procedure 
Crililinal Records 

DESCRIPTION 

lla i 1 Fot'Fe i ture 

Notice of lIearing 

A fter Ilea rI ng 

FORM NO. 
STATUTE 

OR 

RULE 
PROCEDURE 

HCrr 46 (2g) The Attorney General's office petitions the 
court for forfeiture of ba il. I f the Illation 
is g.'iln led by the court and hed ri ng ; 5 schedu led. 
the clerk notifies the parties as following: 
Prepare for ilia iIi ng to defendant and sure ly of 
record (i f di fferent frolll defendant). 

a. Copy of the Motion (Peti lion). 

b. Copy of the order of hearing Signed by the 
Judge. 

c. Sign clerk's certificate of service. 

d. Send by regular lIIail to lhe defendant and 
surety of recDl'd, where arpl kable. 

e. Place original petition, order and notice in 
case File. ' 

After hearing on bail forfeiture the court lIlay 
vaca te the forfeiture 0 f ba il and the de fendan t 
//lay conti nue on biI il or, lhe court lIlay fot'fei t 
the ball. If ba il is forfe Hed lhe Attorney 
General is required to flIake up an order 1'01' ex
ecution of bail forfeiture to issue and secure 
the judge's signature on the order of execution. 

By order of the court the clerk then Issues the 
execulion against the surety for goods and 
chattels. r. 57 

J' 

CASE REFERENCE NO. __ - _____ _ 

COMMENTS 

The order specifies the date and time of 
the hea ri ng . 

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

Til\! Attorney General acting for the people 
of the State of Ilhode Island determines 
the amount of satisfaction. 

5!7U 



Office Procedure 
Criminal Records 

DESCRIPTION 

/\fter hearin!), cont'd 

FORM NO. 
STATUTE 

011 
RULE 

I 

CASE RefERENCE NO. __________ _ 

PROCEDURE COMMENTS 

<1. Complete execution forili. See "Civil Hecorcls." 

h. Give lo sher'l ff for service upon surety. 

The coul't may order a bench warrant to issue See "Oench Harrdnts." 
<1fJdlns t the defendant. 

, 

. 

1.[iB 
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Office Procedure 
Criminal Records 

DESCRIPTION FORM NO. 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 
STATUTE 

on 
RULE 

----------------------~--_4----4_~~~--~-----------------------------------+_-----------------------------------
Notions arrive In the clerk's office either by 
mail or are filed over the counter. When a motion 
is received. it is fO e marked, and sent to crim
inal scheduling where it is placed on the appro
priate calendar to !Je heat'd and notices ilre sent 
to the pal'ties. I·lotions are then posted as 
follows: 

a. Separate motlull by year. The year is the tWOr 
digit numbel' which precedes the case number. 
i . e., Z!l." 00 11. 

b. Place all Illations in nUlllerical sequence by case 
number within year' 

c. Pull case folders. 

d. Pull docket sheets frolll books. 

e. Enter on face and docket sheets: 
1) Type of motion 
2) Date motion was filed. 

f. Place Illotion and face sheet in case foldel' 
and file in proper location, 

g. PI ilce dockl) t $hee lin docke l !Jook. 

r. 59 

I' 

This is procedure for Providence only. The 
Attorney General's Office perforilis Lhe functions 
of the C!'iminal Schedul ing Office in the oLher 
counties. 
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Office Pl'Ocedure 
Criminal Records 

DESCRIPTION 

Dench Warrant Issudnce 

FORM NO. 

Ex.25 --

Ex. 26 --

STATUTE 
OR 

RUl.E 
PROCEDURE 

failure to appear in court at iI :;pl:cified time 
JlIily reslJJ t in the judge orllerlng a bench warrant 
III Issue for the tlI'rl'sl of iI defelldant. 

The clerk Is responsible for prepill'lng bench 
warrallts; lIlailltaillin!} separate active and inactive 
alphabetical card indexes. /In active index card 
file is mainta Ined for all warrants outstanding; 
onCe a defendilnt is apprehended, a notation is 
IIldde and lhe index cal'd is placed in tile in-
active index card file. Tile clerk also keeps a 
\'iarrililt log book where the S ta tllS of hench l~cln'anL 
is lIlil i n ta i ned. 

Ollce the clel'k recei yes a Cil5e fi le folder wi th 
tile courtroom cl(wk 's notation to issue iI hench 
wan'ant the following procedure is used; 

i!. Check active WiWI"i1l1t iudex cilr'd file (do not 
issue new Wil rril II t iF the de fendall t IlilS illl 
olltstauding wilrraut). 

h. Pr~pare ~/arrilnt of arrest on Indictlllent/ln-
formation Form, entering; 

!lead/nn informiltion (defendant nallla, data 
of hlrth (i/iel illrJi<:tllleflt 01' illfor'lIliltioll 
fllIIllher. ) 
lJefCllci<lflt nallla, counts (111<1 chitrDeS, and 
s til tlll(~. 
/lute (\[Id slUII fonll. 
fr'dllSllllt to lJeflc.lr·tlllent or Attorney Gellerill 
CiIS(~ t.ulllrol IIlvisioli. 

I.GO 

" 

CASE REFERENCE NO. _________ _ 

COMMENTS 

Ne~lflort uses a hook entl'Y sys telll to keep 
track of issuance und recilll of hench 
warrants. /I dockat entry of the issuanca 
is also made. 

G/7U 



Office Procedure 
Criminal Records 

DESCRIPTION 

Bench warrant issuance, 
can t' d 

Canrellation of Warrant 

FORM NO. 
STATUTE 

OR 
RULE 

CASE REFERENCE NO. __ - _____ _ 

PROCEDURE COMMENTS 

,~ 

c. ~heck inactive warrant Index card file for 
,'I previously issued warrant on defendant. 

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

d. If no index card in active or i naeti ve fll e, 
lIIake up lIe~1 card. 
Card to conta in: 
1) Defendant nallle, 
2) Date of birth (000). 
3) Case mHJlber, 
4) Charge(s) 
5) Dale ~ldrrant issued. 

e. Place index card in active fi le. 

f. Make notdtion in warrant books: 
1 ) Case number', 
2) De fendu n t nallle. 
3) Ddle warrant Issued. 

Notification of a defendant's apprehension may he 
received from dltomey general, couml tting sqlJad 
or defendant' 5 a tlurney. Once notification to 
cancel bellch wilrrantis received, the followill!} 
procedure Is used: 

a. Mdke sure de fendan t' 5 case file is in court-
room. . 

1.61 5/7fJ 



Offi ce Procedure 
Crimi na 1 Records 

DESCRIPTIOU 

Cd nce 11 ell i U 1\. co nt' d 

.. 

FORM NO. 
STATUTE 

011 

RULE 

h. 

c. 

d. 

e. 

f. 

At 
g. 

h. 

CASE rlEFERENCE NO. _________ _ 

PROCEDURE COMMENTS 

Notify attorney geJll!I',ll's office that de-
fendant i~ jn court and ~Ian'ant Is "Ci\fl-
celled. " 

Pull index celrd fl'om dC tJ ve card fj le. 

~Jri te cancellation date on jn~ex card. 

Place index card in inactive card file. In Newport, the entry in the warrant 000,( 
is 1 loed out; the cancellation date is 

Uri Le cancellation date in ~JQrrant book. entered in the docket only. 

the end of lhe day by the cOllrt's direction; 
Prepare cancellation order entering; 

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

Transmi t copies of order to; 
, 

1) Attorney general, 
2) File. 

. 

1.62 
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Offi ce Prnc"dllre 
Crimi na J Recot'ds 

DESCRIPTION 

Fate ilnd Docket Sheet -g!l:q-fes------

Expungelllellt Procedure 

I FORM NO. 

Ex. 27 

STATUTE 
OR 

RULE 
PROCEDURE 

Dnce ilia t ters ha ve been hea I'd in COur t a nd the 
courtroolll clerk attaches the entries (notations") 
to tile file folder and the folders are screened 
by the scheduling office they are then forwilI'ded 
to Crililinal Records ~Ihere the fol101·l1ng procedure 
takes place; 

a. Pull correspondillg docket sheet from dOlcket 
books. 

11. Type t.he courtroom clerk's entries on ihe face 
and docket sheets. 

C. Place docket sheet back in (~cket books. 

I. 1'1 ace face sIiee t j n case folder. 

• file case folder In numm·jcal sequence. 

On receipt of judge's signed ordel-; 

d. Blod out nallie of defendant from docket/face 
sheet and index card. 

iJ. Sea I records. 

Return La case file. 

1.63 

.. 

CASE REFERENCE NO, _________ _ 

COMMENTS 

5/713 



Offi ce Procedure 
Crilili na 1 Records 

DESCRIPTION 

f!.i? [l_c! s_e d J:.'! ~I:! ~ 

- .JUd<j/IIWll of I\cqui ttal 
(Hul e 293) 

- lly Jury 

Judgment of ConvictIon and 

FORM NO. 

[x.2fl --

Ex.29 --

COII~llitment Ex.30 5-207 

1. Selltence Imposed 
llefendilJll in ,Jail 

STATUTE 
on 

RULE 

HCrP 29{a) 

HCrP 29 

PROCEDURE 

Ilrdense counsel moves For aC!]lIittill ulll!er lillie 29il 
,l/Id the cotlr t (Willi ts IIKlt i OilS. 

,I. COUlP 1 e te form. 

h. Si(Jnature of Jud(Je and Clel'k must be on forlll. 

C. Place form in case folder. 

J. Nake entries to face and dockel sheets. 

, Pull case index card from pending file. 

I. Make entry of dlsllOS\ lion on cal'll. 

I. Place imlol( cMod in disposed case index cilrd 
f il e. { I f (10 0 Lher ella rges are (Jt!IHJ i n9. ) 

lefendant I s sentenced to jail for a specified 
leriod of time. 

l. CO/liP I e te r 0 I'm. 

I, Ch/!{:k to lll<IK(! SUrf! ,1t/dU(1 alld Clerk have si()ned 
forlll. 

I.M 

CASE REFERENCE NO. ________ _ 

COMMENTS 

b/ltJ 



Office Procedure 
Criminal Records 

DESCRIPTION 

Defendant in jail. cont'd. 

2. Sentence Suspended 
Defendant Placed on 

Proha lion 

Judament and Disposition 

FORM NO. 

Ex. 31 S-209 

STATUTE 
OR 

RULE 
PROCEDURE 

d. Send copy to jail/institution \~here defendant 
is incarcel'tated. 

e. Make face and docket sheet entries. 

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

!l. Place index card in disposed ca!.e index card 
file. 

Fo 11 ow same pmcedure as above ~Ii til the foIl ow
ina exception~: 

a. Cross out nonapplicallle 'pl1l'ases on form. 

ll. No copy of form need be sent to jail or pro
ucltion. 

c. Place in case folder. 

Defendant is placed on prohlltioll; no sentence 
imposed nor suspended. This form is also used 
if sentence is deferred. 

d. Complete forlil. 

b. Make sure Judge and Clerk's signature is on 
fOI'IIl. 

c. Place flJrm in case folder. 

1.66 
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CASE REFERENCE NO, ________ _ 

COMMENTS 
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Office Procedure 
Ct'irnfnill Recol'ds 

DESCRIPTION 

JUdrlllIen t. can t'd, 

Violation lIearin!)s 

FORM NO. 
STATUTE 

011 
RULE 

- - -----------------------

PROCEDURE 

d. Milke entries of disposition on far.e and docket 
sheet. 

~, pull case index CdI'd fro 111 pendin(J file and 
l\Iilke dispo~Hion entries un card. 

f. ['lace index card in disposed card file. 
Defendant is uroll(Jhl in as a violator of 'an im
posed condi ti on (proua lion. refen'ed or suspended 
sen tence. personal l'ecogni zance. htl i 1) and either 
is foulld !luil ty or pleads to the charge. 

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

b. Pull case index card froll1 disposed index card, 
file dnd nlilke entl'Y 011 card, 

c. Place Index cuOlI back in disposed card file. 

d. Place Cilse folder in file. 

1. {i6 

CASE REFERENCE NO. ________ _ 

COMMENTS 

5/7U 



Offi ce Procedure 
Criminal Records 

DESCRIPTION FORM NO. 

CASE REFERENCE NO. __________ _ 

PROCEDURE COMMENTS 
STATUTE 

0/1 

RULE 
------------------+---+---+-~~--4_----~------------------------r_--------------------------

/Iii/was Ex. 32 

He turn 0 f lIabea s 

This document is used to release defendant{s) from 
ACI (It~1I or ~Iomen's Heformato~'Y) for an appearance 
in court. This document is prepared by the clerk 
and is given to the cOlllnitting squad the day 
before defendant is to appear in court. 

The A ttomey Genera)' 5 a ffi ce sends a reques t 
for habeds to the clerk. Check to see that all 
defendants' names appear and prepare the wrl t of 
habeas corpus. using the Attorney General's sample 
as a guide. 

a. Place date. time and place of appearqnce on 
form. 

h. Enter: defendant name and case numher. 

c. Enter date and signature. 

d. Tra ns fer to cOII',nit ti ng squad. 

The COITlIIit ti ng squad shaul d re turn a 11 habeas 
forms il t the end 0 f each day. 

Place habeds in folder. Iliost recent on top. 

1.67 

5170 



Office Procedure 
Criminal Records 

DESCRIPTION 

Collectioll of Fines alld 
- (o~l~·---------

Cash 
Cashiel'~ checks 
Ce.'tj fied chl~rks 

.. 

FORM NO. 
STATUTE 

OR 

RULE 

Ex. 1 --

CASE REFERENCE NO._._. ______ _ 

PROCEDURE COMMENTS 

After fine and costs are in~osed in court the 
sheriff escorts the defendallt dnd the case file 
to the clerk's office. 

a. I\sk defendant for payment amount of fines No personal checks are to be accepted as n~ans 
and cos ts. ofilia k i n9 paymen t. 

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

c. Make entry to cash jour'na 1 : 
1) Amount of fines and costs. 
2) Case mlilliJer. 
J) Defelldant nalile. 

d. Gi ve money to fi scal clerk for ent.·y to fines See Financial Matters Ifandbook for entries 
and cos t aCCOlllI t. and deposi t of money to Fines and Cost 

Accollnt. 

I 

1.60 5/70 
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Offi ce Procedure 
C,.imi lIal Reco,.ds 

-
DESCRIPTION 

f!.in!1~l?l?g~l J.Q. 
~l!J!.!'~l1e .£our1 

Transcript Received 

Suprellle Court Finding 

FORM NO. 
STATUTE 

OR 

RULE 

CASE REFERENCE NO. ___ - _____ _ 

, . 
PROCEDURE COMMENTS 

, 

After judglllent or judgment of conviction is en- There is no appeal fil ing fee for criminal 
tered, defendant has 20 days \1itl\in which to fi le fIIil t te\'5. 
his or her Nolice of Appeal. 

d. Date-stamp and file oriuinal noti ce ill case 
fo lder. 

h. Send copy to Clerk of SUllrellle Court for 
1110 rli to ri ng. 

c. Send transcript dnd tile to Supreme Cow,t 
Clerk ilnd exhibits, if reques ted. 

d. COlllplete ~1~~ CdI'd. 

e. File card in place of fil e fo 1 de.' 

Case folder is returned to Superior Court Crill/ill-
al Records. 

a. Make llO ta ti on to docket. 

b. Place case folder in file. 

1.69 5!7fl 



Office Procedure 
Crilllinal f1ecords 

DESCRIPTION 

Fug i ti ve fmlll Jus ti ce 

1. Other state ils demand
i ng s Lil te 

Fugitive before Court 

WaiVl!r of Extradi tion 

\-Jri t 0 f \\"beIlS Corpus 
(jr-Illltpd 

fORM NO. 
STATUTE 

OR 

RULE 
PROCEDURE 

rUGLA 12-9-3 When another state wishes a fugitive from justice 
residing in Ilhode Island retLlI'ned to that state 
(the dewandillg state} it jJrepal'e~ dnd forwards 
two sets of reqllis i lion papers to the t:tlOde 
Island Secretar'Y of State 

IlIGI.A 12-9-9 The Attorney General's office prepares two copies 
-10 of the Governor"s \~arrant delliandinq tile arrest 

of the fugi tive. -

IlIGLA 12-9-12 ~Jhen the fugitive Is arrested and brouuht to 
HIGLA 12-9-30 court, the jud(Je explains his rif]hts ei ther to 

extradition proceedings and Writ of lIaheas Corpus 
or Waiver of Extradition. 

I f the defendant elects to waive extradi tion pro
ceed i 1195. the 5 i gned Wal vel' 0 f Ex I.radi tiOfi form 
auel the Governor's ~Jlln-illlt is sent to the Attor
ney General; a certified copy of t.he I'Jdiver and 
Governor's Warrant is given to the d!lent of the 
delliandin9 state. 

1 f the fug It j ve wi shes to cha 11 en~le the 1 ega 1 lty 
of the arrest the judge allo~ls thl) I!efendilnt 
reasonable tillle to apply for a Hri t of lIabeas 
Corpus. 

I f the court gruuts the ~Jri t of lIabeas Corpus 
the defendant is released. 

Make entry to face ilnd dOcket shont. 

1.70 

CASE REFERENCE NO __________ _ 

COMMENTS 

The writ Is entered as a Miscellaneous Peti
tion and a caSe fololo!r is prepared. A copy 
of the writ is transmitted to the agent of 
the demandIng stat£>. 

5/70 



Office Procedure 
Crimi n~ 1 R!!cords 

DESCRIPTION 

l·lri t of Habeas 
(continued) 

Dcni ed 

-Corpus 

2. IHlode Is 1 and as Oemand-
i 119 Sta te 

NO. 
STATUTE 

FORM OR 

RULE 

IIIGLA 12-9-6 

, 
f 

I I 

CASE HEFEnENCE NO. _________ _ 

PROCEDURE COMMENTS 

If the court denies Writ of I~beas Corpus, the 
df: fendan tis ordet'ed to the demand i ng s ta te and 
placed in the custody of the ilgent of the state 
nallled i II the Governor's Warran t. 

a. Give copy of Governor's Wilr't _.It to agent 
nallied in tile ~Iil n-an t. 

b. Make entry on Govertlor's Harrant and on the 
Hrit of Jlabeas Cot'pus (Miscelleneous Petition). 

c. Make entry on face sheet ilnd docket sheet 
tlla t ~Irit of Habeas has been denied. 

d. Forward copy of Governor' 5 Warrant and Wr i t 
of lI<lheils Corpus to i\ttot'lley Genel'al. 

i1. At rl'quest of Attorney Gelleral prepdre h'lo 
~ets of requisition papel's: 

Copy of !lIforlnatioll/l"dictlllent. 
Certi fied copy of An-est Warrilllt. 
Certified copy of any judUlllellt. 
Certified copy of Docket sheet.(tlfGLA 12-9-4 

b. Prepare Exelllpl j fica tion forllls. 
copy to he sent out of slate., 

(Only for See"Exelllplified Copies." 

I. 71 
5/78 
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RECEIPT 

STATE OF RHODE ISLAND 
SUPERIOR COURT 

PROVIDENCE and BRISTOL COUNT1ES 

CASH 

D 

EXECUTI Ot-i--:::::=::::-. 

--:/ / 
CI)-'fl ACTION 
RECORDING FEES 
\" - ~~ ---.-.-
.~ 
MISC, PETITION ., 

PROBATE '!'PPEAl 

m~JOG~~~~S ACCT.; 

~rr;' 
G)PIES 
. --

NQT AR,( CERT. --

H;..iJEAS CORPUS PEilTlON 
.~--

TOTAL ( . I 

No. 30 6 58 

!I_I
ILLI-
II F I 
I 
I 

I ---- ---
~'-1 L[l~1. 

I 

~ 
.-- --

I r::.....:. 
I /. / (I I -I 

'~'~EIVED 8'( ~-yY':J... :--.t ..... , . .1-. ... .) (I 
If r~cQived on o~cL'" pruvi;-y"y billod, indicor .. by 
"A.it" oppo.sit~ Q1l10unt. 
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Providence, sc. 

STATE OF RHODE ISLAND AND P-ROVIDENCE PLANTATIONS 

/ 

OFFICE OF THE CLERK OF THE 
SUPERIOR COURT 

Providence, ........ : .. ;.~ .. ; .. ~ ..... : .......... A. D. 19 ......... .. 

1, ..... _ ... ::J..J.:: •. : ... ':.L ...... _.,!.. ......................... ,Deputy Clerk of the Superior Court of 
J said State for the Counties of Providence and Bristol, the same 

being a Court Record and having by law a seal, 

DO HEREBY CERTIFY, that .................. : ... ! ... "; ... : ...... ; .. : ........ ~.J.; ... ~.: ................... ................................. .. 
whose name is subscribed to the annexed certificate was at the time of signing said certificate a 
NOTARY PUBLIC in and for said State of Rhode Island ...................................................................... .. 
duly appointed and qualified, and authorized to administer oaths and take depositions and to take the 
acknowledgment or proof of deeds or conveyances of lands, tenements or hereditaments lying in said 
State and which deed or conveyances are to be recorded in said Stare; that I am well acquainted with 
the handwriting of said ...................... ; ........... ;.; ....... : ... ·: ..•.......................................................................... 
......................................................................................................................................................................... 
and verily believe that the signarure to the said Certificate proporting to be his, in genuine; that the 
laws of said State do not require the use of a seal by a notary and no copy of a notary's seal is on file 
or required to be on file in this office. 

In attestation whereof, I hereunto subscribe my name, and 
affix the seal of said Court, the day and year above written 
................ ~ ..... _ ...... , ..... ; ..................... Deputy Clerk. 
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Prov~dence, Sc. 

STATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS 

OFF ICE OF THE CLER...rz OF TE:: 
SUPERIOR COURT 

providence __________ ( __ ,i_-_;_0_, __________ ~A.D. 19 

I, (~.-. i , , Clerk o~ 
the Superior Court of said State for the Counties 
of Providence and Bristol, the same being a Cou~t 
of Record. 

<::;" 
l' 

DO HEREBY CERTIFY, that ( .' '-. I -

is a DEPUTY SHERIFF in and for said State, and as such was at the tice =a~~~~ 
eervice of the \vithin paper, duly appointed and qualified, and authorize'::: to 

perform all the duties of a DEPUTY SHERIFF; that I am \·;ell acquainted -;'ii::~ 
the hand~·7riting of said /"" ,.~. / / and verily bel:'eve 
that the signature to the said Certi£ica·te, purpbrting to be his, is ger:t::"ne. 

In attestation \'7hereof, I hereunto subsc::-i::e 
my name, and affix the seal of said Court, t~e day 
and year above w7itten. 

------------------------------~~-----------
, Clerk 

~ 

CJ·-
u...:::. 



.. 

State of Rhode Island and Providence Plantations. 

Providence, Sc Office of the Clerk 
of the Superior Court 

;-::.. I ~ -)' IL. DQte ______ ~ ____ ~~T __ 

I, Joseph Q. Calista, Clerk of the Superior Court 
of said State, for the Counties of Providence, and 
Bristol, pursuant to· GENE?.AL LAVIS of 1956-Vol. 20, 
Supplement 10-5-45, do hereby certify that I have made 
a careful examination of the files, docket and indices 
of all actions at Law entered in said Court for the 
Counties of Providence,and Bristol from the 17th day 
of July, A.D. 1905 to date hereof and that such 
examination ~aiis to disclosy any action entered in said 
Court against in whici' J~L._/t '"--s, ___ et a1 
appears as Plaintiffs an~~--.r . /~ ____ alias 
appears as defendant ________________________________ ___ 

Witness my hand and the 
seal of said Superior 
Court, at Providence, 
said County of Providence 
on this / -' _day of 

/7' 7 }-
0,1 ~ _ -,~. 

,.-'-""'.h....;..~ 
j/ Deputy Clerk 

. ..... 

- . 

-



:e 

STATE OF RHODE ISLAXD SUPBrUOR COlB.':i: 

PROVIDEnCE, SC: 

. vs. 

I,Joscph Q. Calista , Clerk of the Superior Court, for 
the Count'les .of' Providence & aris tol', certify th'.:(t I 
nave the- custody of' the Rcco~8.s of LaH f'or ss.id Court. 

I f .l.h . .I. - f' . '- .... 'f' \., ~ L.. , urv .• 8:' cervl ':l 'Cl12.v a SC8.:'Cl1 0 c .. o·se reco:'QS SaOHS 

that laH proc cedings be t~·.'een )) d-
. ..1. ,~ / "- <" "f . 

plaintiff (or complainant) and 

as defena.ant, nurnbered up,?n the docket as number 

If ,/ ) - ,<"5'1 , and tta t said cause he s r'emained 
withott aeciori for a period of more than six (6) years to 
date hereof', as shoHn by the docket: (/:/I,.r"l,,) 

~._J~. '-I, 

.. --= 
<; - >~ 
C)L:...! 





r.e 

§tuir nf 1!t~nD~ ~Jlluun uttn Jrnuib~nr~ Jluntutinns .. 

---+-----

:2.r.o:v--::'de.nc.e, Sc. 

~ .............................. J.9.~.Sl.p.b. .. Q.~ .... QR-J;L.:;;.t~ .............................................. , Clerk of 

·the ..... $:~.P~P'hq.:r. ...... Court of said St::l.te, the same being a Court of Record, 

ian Qr.~rttfy that the ........ ;E:';;.~.~Jq.t..!J.g ... J'R.!$.tt.~~ .................. :: ...................... .. 

Florence 3:. Hurra'71' 
•••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• # ........................................... ••• t,}o ••• .......................... 0 ••••••••••• ~ 

whose signature appears to the foregoing certificate, is, and at the date of said certificate was, 

....... ;:r.~.~t.9:;».g ................ Justice of the ........... S.up.e.r-:.or ........................ Court of said State 

duly commissioned and qualified, and that the signature to the a£oregoing certificate purport-

ing to be his is genuine. 

~n ID'esiimnng i1l4rrrnf1 I have hereunto set my hand and a£fi..~ed the 

S-183 

1 f 'd Supe 'l'T; o'l'T C 1"· 'd sea 0 sal ......... _ .... ..,.~ .. :.,..................... our ... , tn Sal 

County of ..... ?f;'.?y.~.~~.~~.~ .............................. , this 

........ ~~.~~9: ........ d~y of ....... X~y. ........................... . 

in the year of our Lord One thousa:1d nine 

hundred and .. ~.9. :r~. n.:t.Y.::-.~ .t.:: h-~ ............................ . 

<.0 

.j.J 

OJ·,
U..Cl 

.,.-.,..... 
4--= 
4->-: 
cw 

co 
r-.. -l() 
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,e 

.§tat~ nf 1S11no2 ~£il&no ttUD Jrnutbtnt':e JluutatinttE. 
\ 

---------~---------

]( ?lorence I~. Nu:::ora ... r , ?residing:· lr .................................................................. ........ v ......................... S" •• .......... Jrntice of 

the ... ~:\.l:l?I?;r::'~.~;r::' ........ Court of the State of Rhode Island and Providence Plantations, 

in <!rrl1tfy that ................ JQ.~.~.?h ... :::;.~ ... c~.J..~.~.t;~ ................. :.-............. , whose 

signature is am.xed to the papers hereto annexed, is, and was at the date of aflixing his said 

. Cl k f h'd Sune .... ; 0'" C th h . th d" f slgnature, er 0 t e sal .................. ~ ... .., .. -: ... .,................ .......... ourt, at e 15 e custo Ian a :. 

h £'1 " cis f 'd Supe""'~ 0'" . C tel es ane.. recor 0 sal ......................... 7 •. 7 ... :""......................... ourt ............................................ . 

Pro'vide l:.ce 

........................................... : ......................... A-.!Aq. .................................................................................... . 

.............................................................. ?;J;':t. ~.~. S?+ ...................................................... , ........................... . 

and is by law the proper person to certify copies of said files and records; that full faith and 

credit are and ought to be given to his acts and attestations done as aforesaid; and u.~at his 

attestation to the papers hereunto annexed is in due form. 

In Wtstimntty mlp~rrnf; I have hereunto set my hand and caused the 

seal of said ............ Supe.r.:..o.r. ......................... Court 

c::) _ 

r-.. . ...... 

to be hereunto affixed, in said County and Star:te:,o.. ____ _ 

h· .; t' cIa f Va":'l" t 15 ....... n ...... n .. 0.............. y 0 ..... : ..... ~ .................. . 

in the year of our Lord one thousand nine hund 

and .~~.Y:~.n~y:_:~Js:9:~ ....................................... .. 

S-185 

ilJ· .... 
u.o 
.~.r"""" 

\yo- -= 
4-X 
C~ 

I 

I 

I 



Superior-Form 1 (Prov.) 
1-66 

... ''''' ",,-. r.~1 jo~-1'\ ,. . 1.1 r . f' ~ .J' .... I 

Statr of m.l~o~~ lls1ariil' 'zfriri -~rnutbl'nrl' ~lutttuti.on.5 

PROVIDENCE, sc. SU£'EIUon CounT 

Civil Action, File No ............................ . 

RICH.'1\RD Tf(. TUNKS 

Pln.intiff 
. VB. 

Summon3 

ARTHUR RATTENNI, JR. 

Defelldant 

To rJ:.e above-named DefeMant: 

The a.bove-named plaintiff has br.:)Ugh~ an action agn.i.nst you in sa.ld Superior Court at Providellce. You 

are hereby summoned and r~quired to serve upon ........... ~~.??~~r: .'!..: .. :~.~.c::~~.<;?~.d! .. ~::'g;.~ .................. t 

piaintiff's ~ttQrneYI whose address is ................................. ~.~.~ ... ~\l:~.~.~ .... ~.::~9: ... ~~.~.~.~.~!.l:9: ........................... . 

............................ .................... . ...................................... :l?EgY.~9.~?~.:7.~ .... ~??:~ .... ~.~.~~e.~ ..... g???.} .... . 
I!IJJ answer to the complaint which is herewith served upon you, within 2G daYB o1ter service of this 6ummon.s 
upon you, e.xclwri ve of the day of senrice. 

IC YO..:1. ,a.il to do W, judgment by Ut'fault will be taken~Nnst you (or the n~li('( df·m:J.r.ded in the complaint. 
Your aruwer must also be tiled with the court. 

As proviJed in Rille 13(80), unle~ the relief demanded in the rompluint is (0::' do.nw~f) arising- !jilt of your 
ownership maintenance, opero.tion or control of 8. motor vehicle, or unless other',\'i~e provideJ. in Huh: 13(0.), 
your answer must <late a.~ !l. count('rclaim :lny rrlatf~d cll:loim which YOll nl!ly ha. ... e llf,ain!it the plaintitT, or you 
..... ill tbcre.a!ter be barred {rom mak.i~g such claim ill any other action. 

Dsted: ....... ~~!;~.~".l}, ... +~.?? ... 

(SdJ o( the Superior Court) 

co 

+-l 
Q).,..... 
u...o 
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I'l{O\"Inl.~"C!':, SC. r:::: 
()ffic~ of ~hc Clerk o{ lht~ SIIp'::-:Qr Cot.:n. ~ 

.J 
.:' 10919 

T., llir ,""h'''''l'''1I1 (1"r S'~-(rrll r:UICr.!:"'~Jt 
or ttl ti.··:'r LJrplltU!, 

RE1iE JEWELRY. ~NC. 

G R E E r [.Y G: 

You :lr~ hereby rcr.;ui:d to r,o::fy 

. .... , ............................ . 
A. .. llliode Island corporat:ion .. located 1:t:l. the T.o~~ ... ~.f. ......... . 

. . J~~:3 tOZ:; ..... Co.u.Tl tj .of .. ~r~yici.~.ZlC.~' 3 aid S ta te ................................. _ ........ _ 

................................................ 
... Jo.s.eph n'AZ'ezzo .. and .. 'iilliam. . ..u:ci=eazzi 

'" ........................... _ ............ -.-
::':.'1.'.1;~.I o:r::::!... . ................. . 

.. l,.S ... ;lpsolvent .. .,i.n that it .is ... unableto r:.ee: its .oblig::t.tio~s. a..:L. t:b.e'j: .. 

.. ITt:!. tu:-e .. i~ ... ~.q..e . or.c.:'n~=J.. c.94-.rs e_ .. 9~-' . bU!jJr:::: s r1.:lc, ':h;t~" ,th~ .... a;.::-;.o:'::.,:;::e,::..~ 

.. p.~ P- Rc=e.iY~~. i: .. !?.C.·;i.::~b.!.e: ... ta ... ,co:1..5e!'."'.te £.:c.ci, ?=j:~ct .... tb.= ... n.3::C~':: ... =-"':.=' .• 
. ~:ffec.t.s f.rom po~eZ?--~ia: s~i .. ~.§ .. ~Fld .f1.~L:nc:::'-~n:i.~:) 

o c::: 

t.t' 1\·)\ h!",II" ~ on the 

II'I'!OI.·:\ A ... \L. that I ... 

etn 
• A. Il.:~ 75 ,:.: 1C:';O 

Hay .\. /1. loiS 

:;:'\ ... 
:;.'..) -= 

'''-'':: 
__ x 



TITLE OF C'\SE 

Old Colony Co-Operative Bank 
vs. 

Dsniel J Ryan et ala 

ATTORNEYS FOR PLFF. 

CIVIL '\CTIO~ 

FILE );0. 

/ _J8-9S9 
DE~C\:-;D FOR JI."1l.Y TRI.ti. 

;f±lliem R Gri:m:::tl 
Perry Shatkin ?o~q-t r.qtes ------------------------=-

'flh em t" :'I ir. =':rF ... ' ... "" .... s'--___________ _ 

NO. DATE E:-i"R!ES 

CccplainC-fiLe~d------- ----------------------
" 2 

t, --..,;--___ 1_ .... )1="'·""2 ..... 1;.;:-=--+-1 .... 8 ___ Defendant' 5 ~ns'''er fj' ed .' _____ _ 

c01mt,Qrc1n; 7,.. 1"1.' .. d 
- --------'--,,--------- --- ...... co . 

Stiptllatien - .~ppcqr3.~ent6Z'ed :"&:o-the GGi'c:zemt, Tr..a. 1-1 

. ~ .. 

----~--I--~~JP,~----I-~~~~~~-H~~-e_~~~·~-·~ee~~~ir~~-~n~d~----------

-
-,,~-\.-+::4-=""~--- ---,0:;,.........;.': '"'P,""', !-+L.--=~--:1ct~:-,·--.----;"~:~. cn-.... '!t!l ~~ .. 

--------I-~~=-:-::::-=-:~.,.-.;;;=------- ---• 
. ':r -,!;-I";'--I----= 

jb 
- - ------~ 

jb 
- _._-- -- -- ------------~ 

proof of service 

SUr.1-.ons fJled - proof of service ,... 

--'--'--- - ---.--._-----_._---

--1----------------_···---------- ---

--- ------------1 
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,(,r;J Strur of ~~obr 3.alnno ana :jiroowPtttt. iI lantattuns 
...... .I. ...... d",:::1.;c..t.;-::::-~~.~sc. ' 

PROOF OF SERVICE 

. I";. /)/ / '--'-C-- . . 
I hereby certIfy that on the .. t ... I ..... day ot. .. ../.!l.Y.!-.. k-,r..':; ... /.d ................ .l served:l eopy of tnl3 8umIllons 

and a copy of tho co .. 'piaint ""i,·,d th",with upon ... I.l..'I..tz:;,.1, ... /)2 .. !Zf:;.".?:t..~.y...~ ............. . 
in the followi~~ m:1nner: 

By delivering a. cC':-,y of the summons !lnd compbint to him per:;ollully . 

.... -
By leaving a. copy of the summons !lntl complaint at his dwelling house, ......................................................... . 

·····,······,······· .. ····························(Aoi:iiF".s:5J .......... . ...................... , with a JjCrSQn of suitable age and die<:ration 

then residing therein. 

By lel!.ving a. copy or thtl SU .. liliOr.:; awl ;:0l\1j!bin~ ::1.t hb W:iu"l place uf J.LuJe, ............................................. . 

....................................................... .. ...................................................... , with a person of suitable age und discretion 
(A LJ (l r. ESS) 

then re.sicLiflg therein, 

By defi ... enng a copy of the .~ummons untl complcint to an ::J.grnt aut~rized by appuintmenl or by law to 

recei\'e service of proce5S, namely................ ....................... ....... \..... ........ .......................... Such 
(NAME OF" AGENT) 

agent being one designa.ted hy s~:J.tute to recci\'e ~r'(ice, further nnticc (lS th~ .:;tatute requires wa;; j ... en a..: 

''''-. ...... 
follows: '. 

...... .... ................................. ..... . ......... , ................................. .. 

.............. .............. ........ , .................................................................................................................................................. . 

.............. ............................... .............................. . .................................................................................................. . 
Sberiff's Fees 

Travel 
&nice . 

,.. 
; .............. :). .. ? ..... . 
$ • J ,'r- roo, ., • 

s ..... ~J.. .... :: ... ~ ......... .. 

. :.~ '," -.J 
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1-3 ,. . .... I-'J 0 .--~ .--t:r.l ;n 1-3 ~ Z c: 

(J +J Z Z ClJ·,.... 
H ~ <:: u.o 

i'" U1 .-:: oro- .,.... 
\ 

~ 4-- -= \ (0.... X '-I -1 a L.U ::0 

;:l '/. 'U ~ >-< ..... A 
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(1) 'e' 
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T ATE OF RHODE ISLAND 
; OVIDENCE, S(. 

SUPERIOR COURT 

:OMA:l DYER 

VS. ' 

;~' :~f ZARS 1<1 
·'';·.:UND STANSEll. 
~LRT BURNS 

',c,led Calendar AS'ignment: 

TRIAL 

::J Continuaus Non,Jury 

TYPE Or: TRIAL 

le>A> 

J8 ConrinuOlJs, Jury 

OMNIBUS CALENDAR 
ASSIGN,y,:l'-:; FORM 

Date: 

TYPE OF 

'-

_ ,'I\otor Vehicle : "~g, 
_ Other Neg. 

o Probate :"ppeal . FORMAL OR SPECIAL CAUSE 

o Trespass & 
Eiectm~nl 

o Injunction 

o For'TIal mailer 
o Prelim. injunc110n 

r:::o Dissolullon 
o Asency ':'ope<:!1 

Contract Damages 
- ?etit,01 lor Assess. 

of Damages 
- L.en enforcement 

Assault 

C Mandamus Extra. Wri's 
o Contempt SLIpp. Relief 
C Other 

'EiHOD OF ASSIGNMENT: 

o Court Order pur~uant 10 l'!moo:Ory 
~~order. 

\520 ON MEl dOD OF ASSIGNt,\:.'H. Fill iN FOllOWING: 
'I) r ION Te A!:>5IGN OR S TIP' II A T ION CF ;.SS IGNMF.NT 

'0. ;llbert Lepcre /. Esq. t 40 ':.'est~inster Street. PrOlidence, Rha!e Island 
Howard Moskal, 36 Ar,hur A'/e .. ue, East Providence, Rhode Islnd 
3ernard Gladsh"e t Es"., 95 Eurr.bdc:t Ave r,ue t Providence, R. r. 

~. ,

Please take notice that the above motion will be called for hearing the/'~ day:::: 
I"~ ~i I 1978. 

. ..... '. 

CERrIFrCATIO /IT 
' ..... 

M 
c: 

~ .1.':'" • r hereby certify that on the day of t 1978 t a CO?y 0: :he "bove 
::Dcion was sent to Albert Lepore, C;scl" Howard Moskal,' Esq. a .. d Sernard Gladstone, :::sq., 

:heir above listed addresses. 

:~ '7. , • 
" i / 
)~ , 

N 

.... 
:J'~ 
u.::: 
t:::= 
3~ 
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STATE OF 
RHODE ISLAND 

AND 
PROVIDENCE PLANTATIONS 

Affidavit And Request For Entry 

Of Judgment 

.~ . i ., 
...................... .!~:::'~-::::h~-d:. ............... : ................. Sc. /:..;...~-"., 

.............................. ,// ................. l. ............... _ ......... Court 

·············),J. .... ,,,····::',:·:.:s:·························P;;;i~;iii 
I I 

i+-/...:S·-
. vs C.A ......... , .................................................................. . 

·····················:r;d..~~{·····r;-i·············.·D;i;;;d;;;;; • 
/ : /" 

I •• -:;, .••.. /.:(l.i;,~} ............. 01 'h"';:2.r .. Ol._~-.<i:::~ .••• Co=ty 01 

......... : .. ,f..~::~.r::;, .• ~ .. ;r.~.~....... State of Rhode Island, upon oath depose and 5ay as follows: 

1. Tha'c the defendant has f ... iled to plead or otherwise defend as provided by the rules of this Court. 

2. Th.at the defendant was not at the time of the commencement of this action nor is the defendant now in 

the Milit;.l.ry Se~ice of the United States as defined ir! the Soldiers' and Sailors' Civil Relief Act of 194Dj nor is 

the defendant an infant or an incompetent. 

3. That the defendant pre~ently resicies at ........................... (~~~~(2 ... ::-(.) ............................ " .. : ................... .. .-- ;-~ . / 
in the ..... .;..(-r..b ............ of .......... ,-:J... ......... ~ ......... ~ ............... Rhode Island. . 

~1 .... \:. 

.' I . , 

4. That this cause was commenced to recover the sum of ... ~.}.:-:· .. 7: .. : .... plus interest from ... ~.L.-:...:\.i;: .. L ........ . 
/_ ,4_' /./<_ 
(,;,."t\ • h ' /~·S::~ l' .",. ,,-- .. te, ......... " .... -:~, ........ In t e amount or ............. : ............. : .................................... , tota lng .' ....... ':?;r .......... ~ .. .,. ......................... . 

"-
5. That the defendant has no setoffs or counterclaims against this account and, In my opinion, there is no 

defense to this claim or cause of action. 

5,·om ': ~fO" me 'h~ ........ ./..:. ........... day of ........ :h.\..~ ............................... . 
A.D. 19/ •.. ~...... j 

"''-<-jt;;'';;hb,i;'='U:'U'" 
HIt. - h Pl' 'ff b / , (j .' \ h . d " ilererore t e amtl • y ... 1 ._, • ''-:'-~1- 1 ......... Attorney. moves t at JU gment be entered 

by default in the above-enticled c~b.se pursuanf7t; Rep 55 and that the garnishee be charged to tr-------. 
.j 

extent of the !;um of money reported by the garnishee's affidavit . 

.......................... ~:...,,-~4...(.(i~t.. .............................. . 
J Attorney for Plaintiff . 

Default entered I.' ;" . /' k - / 

............. L/-1 ............. L"~:\~··· .. ::f .... · .. .:··~(.. r ............ · 
5·:::03 (1·i6) 

) 

-I-' 
C!J.,... 
u..o 

.,..... or--

'+- -= "-x 
o l.W 



STATE OF 
RHODE ISLAND 

AND 
PROVIDENCE PLANTATIONS 

") I . / 

~-- -----~---~-- -~---~~~--------

Judgment By Default Upon 

Application To Clerk 

i 
/ ".. ...................... ::: .. :~.;;::::::'_~.<;:':\........... .... .............. ..... sc. 

i 
. ............ / .... ~.:n,..::::",.-;~~:l....................................... Court . \ 

/ 

Civil Action, File No. 

1';':"_"J~-
..................................................................................................... 

'j . , '>' 

••••••••••••••••••••• 0,,1~.~ ........ ".~ ••••• ~:~ •••• ';'~ •••••••••••••••••••••••••••••••• ••• 

,... Plaintiif 
J udgmenc ,.. .I..: 

Book 
vs 

~) ! .~ 
.................. ~-:-:.~.: ... ~:.:::::. ........ /'-:.ri ............................... . 

J Defendant 

/"; '," 
In this' action 

/'I lJ /" 
the defendant ............. !.\::~ ..... r ...... .. ~::.~ .. ~ . ..\. ........................................ . having been regularly 

served with the summons and complaint, and having failed to plead or otherwise defend, me legal time for plead-

. h' d' d' h' . d d th d' ' • h 'd d . d ('" / . I mg or ot /frwlse elen mg avmg expire an e e.auJt or t e sal .. e:en ant ........ ......::::'."'.':-.:..:~,..-:i ...... · .... · .... · .. · .. ·· .... 

............ :~ . .;::(. ............... in the premises having been duly elJtered according to la"';; upon the a~plication of said 

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

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

It is ordered, that the said plaintiff do have and recover from said defendant the sum of .......................... .. 
. "'ZJ"',. ._ 
( (,;,S .;.' .:: '. d 11 ·th . th ................ .......................................... j.......................................................................................... 0 ars WI mterest ereon 

from the date hereof, till paid, together with said plaintiffs cost. 

Judgment entered 
I /1 

.. .•.•..• : ... :C ....•. 1.'.\.;.,: ............... , ) j-
19 ....... :: 

--../--- / 

.;..J 
ClJ· .... 
U~ 

J .I 
'. • ~ ,. I 

..................... r:':::..:.~ .. l._ •• ~.·.":":.~ •••••••••••••• ............ ~.: •• :-•• :~ •••••••••••••••• -. 
I . ~~ 



G~ 
' ..... 

ST:\ fE OF-' 
RHODE ISL.-\ND 

,\):D 
PRO\'IDEi\'CE 

PLA0:TATIONS 

o ...... 7} 

NOTICE OF APPEAL 
TO SUPREME COURT+ 

-:,I!.L COURT FILE NO rOR THE COUNTY OF; IDATE 
75-3393 PROVIDENCE DEC. 1 -~ I 1975 .. 

..c. ':'1:-' TIFF VS DEFENDANT 

I RUDOLPH F. FRYZEL ET AL DO~fESTIC CREDIT CORPORATION . 
i 
I 

.. 

I I 
. 

P~(su"nt :0 Rul"s J .)nu 4 01 the Rules of the Supreme Court. noe.ce IS 

nereoy given that 
(P! 1.nllll) (Pellt'~"erJ DEFENDP :1!...T~ ________ , __________________ (Oelendant) (Res;;ond.."t) 

JUDGMENT 
in the above ~C!lon hereby app~als:~ the Supreme Court from tre ________________ of Ih~ (S"p""O()1tX~)S Ca~(: .ne"r~ on 

December 16, 1975 

10 Transctlpt IS not necessary 

ATTORNEY (Ptlnt or Type) 

SAMUEL A. OLEVSON 
= 

viransctlPt ..... 11 b. ordered" 
:::ryAiUAE 

... ~ /-. ... I 

a,:,~/./ 
.... (. -C~~·--' (. .' 

•• P"rsy,lnt to Aule 1001 the R"les 01 ehe Supreme Court .. :~e apptoll.Jnt shall ..... th.n 10 days "order from the court reporter a tr~nsc(lpt of S ... O" ;:.Jr:; of 
the proceeu.r.g not already on Ide as he deems necessary for .ncluslon In the record" 

• Onglnal t.J :tI.)1 court. COP'es to c;,;::o;;ng attorney(s) and Supreme Court Clerk 

.;.oJ 
CIJ· ... 
u..o ...... ,... 

4-..::: 
4-x 
OW 

... _ .. _.-.., . .. --~..,'" .. - .• --------~ ..... --;-.-~.~.,.. .. ---... ~ ...... - .... , ... ~ ...... .".~. \-:--) ... ~.~.~ .. ~ .. -.~.,..,,~,.~~~~~ .. 



• 
b • ' ... 

...,. to-

state uf ilil]ool' 3J.slultll uno 'tJauiul'nrl'~lHt1tltutiutt.5 
EXECt:TIO:-1-GOODS, CII,\TTEt.'i .\XD n::.\T. E";TATE 

~t.:..--.,,l.,,... ~ ........... , Sc. Superior Court 
() ,,,- • .1 ~ .,1-- • L " £' 5 

Ch·jl Action 
~~~·~·~ .. .I..*- .. r,..".xk.~~t..{ .. · .... . 

............ I.~bi. .. ~l ... ~ .. M~ ............. . 
) 
)F:te );o.27. .. ~ .. :":.~.-:"d 
) 

To LIm .-iltl·l'ili, "r(!ur ~e\'l!ral 
COllntil'B or ill lltl'ir D"lllllil';;, 

) 

CifiEETJ);G: 

WHEfl.E,\S, 

................................ ~k .. t?~l.)~ .. ~.Q.L ... ~ .. /; .. t:Ct.L .. ~ .. ~ .. 
.......................................................................................................... . / .......................................................... .. 

of.................... ..................... .. .. . 

........................... ...... ....... . .......................................... \? ........... ~ .............................. . 
by tire ~1I1l"iderutillll oi ~ :iL"l'Efl.IOR COURT, ho~cn (It ....... v. .... {'O',,.,,,,.G~.~ ......... .. 
llit! Ilil thr .... ....... 1.:-:... . · .... 4 Of.. ....... ~.~:~~.;;;rc...... .... ..... .,' "\,D. I~ 7.;; . ~(·,·"vcr 
j.I:.I.I~.~.'l::lt.::~"ill~t ... ::.::::::::::::::... . ....... :~.~J4:::::: .. : ... .. '~~~-::..::.~.~= .. ~=- .. 
for t hI' ~1l111 ilL................. ..... t.. ... 7/ C, ... i: ~... ....... .... .. ....................... . 
"d,l \'''' dalll"!i;"~J lInu..... . ... ~ / / ~ ..... ), .. ~..... ..... ....... ...... ........ ........ l'".·I~ IIi ,Uil, 

a:-> \U II." apl'l';lr:i fir n·{·tll'd, '.\ fH'rL'lli ... ·.'{cculioll rCl1laill~ tu he elora': 

\\'" WlIllll:lIlU YUII. lh<:!'<:ivrc, tlrat oi t/!J) !;OOu~ ~nu "haUl"., :lIId re~1 ."tatc ui the '~ld U.:fr·llria':t 

..... ......................... ... £~.;..J. A· .. .L~,,~ ... ~i; ........ ·i:r .. ~~· ... . .................... . ... " ........... ?.. .............. ..... ....... . .. (; ............. ...... ... .. ..... ;:; 
·''P'''>'''''';:d'.'" I h"I"'I""II:II 1',I:ltc oi the :'ai" Ddclluant in the Imlld, or P""""';"" "L.t: .r. L~i .. "...:..~ 
.-<t..r..C. . .... ...... .......................... ................. ............... .... f 
'r~I.,1 :0.- 1"Il~1 ":' ".:.'"' ~;tio I~,·',.·~.~'.~:l::~t.~~~.~~~~~ .. ~,f ... ·.: .. :.... dollars (lild.. . ... . f <J 

/c: ., 
. -' 1'1 ,.:~ in ,fll' \\I,!,i" \. ,'J. ~;S;;J. 

1~· ... :ljoli~rs 

111·:I:I::u..t.:.,.':,d :1111. ;.lId !:t:::",· '''';" ""/111'11 III I hi ... \'.Tir :~lId ,," ,". Itll' ';'::~ .. ihi'!>!l1I lit pllr ..... '.:p'·:;:.r ( ··I.n ... 

,.l·_""j-<-<·~ .. ~.... 1\)"'11" ('lIllIlly".I, /'_ '''r-<-- .:l .. :.".,. ,',,-'r' ~ (,..' U. 
1111 Ih,' ,,:':'.I'"'!" day III ~~'t!.N"f. /~'- •• \.1).10"',' 

/,'1 
\\'illlt':"'..:. I III' ~I'al "I' (11:1' .'IIP"":!!!' ( 'nllrr. at v .. ~...tr--;,Lt ":"':"'" .. , I hi ... 

.. { ..... _", '::If,,1 ~ .. "',.c:... " 

11I1I"ln'" :Oil" 7 r 

It' i hi' '1';'11:-111' .. h.til' .j' ,'"::1''.:''' i i \' !:t .. ,I.'i:,~dl ;:: ",,1 :.:i~ .. .! ,1,1' 1I"j'!''';lry :dE·!w 1/ ~p "'1;' I :WI jll,' .. L", ,. ;:. 

Iht'I'::ln, .. , !;,i,'.!' ,1",,'1,:.' , : ..• ;,··t'I.Ir;I .. ·"· ... h:dlll·'·II.:I~, l,'i.l·f"t!, .. i,!!.:d:,,'!!:" ~"nr .. ···• • 
11"11:-1", III IIII" .:,1 ,,, Ii'! .. iallt'· ..... 1:-. "'.\ :}". dl'l .. ,d; ,·1 lili ." I I II ;, ,.'" t,ll' !Ii" ;:11 . ./:1\ j' n, ... "i .~" 

;j·17l 
4 ;..\ ""' ':).-

u..: 

~~ 

:. 



, 
.q.9.~'i ... :~.: .... ~.~.;H~~9.~ ............................... .. 

'.' VP. 

TO ISSUE CITATIOH 

Ci ;'il Action , 
1 
lFile No ... 
1 

APPLICATION .@§.! BE SIG:IED BY A J,{JDGE .-..... " . - ';" 

:\. TO THE HOl't·uRABLE. " ..... SQ.~~RJ;O.E ............. COURT I~ THE COUNTY OF.. PROVIDEtlCE. r·~ • 

•. 1. . '=\ 

:: " ~UllY Repre:>ent.s ........ !9.!?::~ .... ~.~ ... :?!!.~~9~ ..... 
... ~.: ..... ..::l.~.: ...................... of .. ~E~.~.~.~.~~.! .... ~~.:s s.~.~~y.s. n t 1:.S in the cOWlly of. Norfolk 

~ ., ' . 
aDd~&~\!':;;;;;i.1:I, t.h.aL he i.:Ill juc.lpnen~ creditor oj ... S:ha::les Henry S.timpson .... Jr ... . 

:, .... :_ ... ,.~ .. ::.~.:.~,.\~ ................ , ........................................ _ ............... oi..§O J~nq.p ... 9r~s t .. Dr iV~.1 ...... . 

_.' CW;'.berland. . 
. in ~'CQUI1ty al .......... ?;-.9Y.,.i,c,;f?.!1C.~ ......................... u.nd Stat.e of Rbc<1c 1>l:1nu. tru.L Ill! obto.illed A judg/1l~nt . . , 

~t. said~,:t:. .. S!.!~~~.~ ... !-!~~!~~ ... ~.~.~.~~9.t~!. ... Jf..:: r , .. !?~;.enclun.~ 
\ . 

. ill U:.e ,SUl?ERIOR Court, COWlly of ... £::-o::.idence .... f on l.1t: 

. . '. . " \ .. e~%~:u~x 1·larch 75 lisy of ..... ,' .. ::!:_ ... -:.............. ................. .............. ......... , A. D. 19 ... . • thal th,,~fter on the .... 

. ' . ...; .. :':;Jei::/;;; ... ci..Y ol... ..... A.l?:Z::~.:!-....................... . A. IJ. 1!J 75 .. CXL'Cution i;wued 
•. ,. oJ 
.' OD SJ.id judo.-=c.at, :!.lld su.iu ~ecutioll hrut ~,n n:Lurnl'u til >!:lid CourL: 

• • ".;' .: J. 

.... ' ;" .. (. wholly Wl.SI1tisfial Ilnd unpo.id; 
.I' •• :' 

---
rr~pe<:tfullypraYs this court tn iJ;3UC a. Citl1lion to snid juugrucnt <ll'btnr to uppear I.·furl' :saiu ClJUlt!lt :l. time :llIU 

place iu such Cilutiull to L.: DaOlL'll to ,how cau.e wby u.n exc.miru.tion into his circUIl",t:IIICCS shuulu notlA! mo.de 

and au order be c"te~cd ordering him to pay said judgment in full ~ 

vtherwi:!C. ,/ /\ 
'. 

.\. D. IV 1:J ,ut 

S-li·1 

, .. , .I... 

~- ," 

<'. 

. ,., >. ' . 
.,): ~ ..... :~ . 

.. ·.l 
" . 

. --;:. ,:,". 

'-'1""" ..... ..: 
..... x 
ow 

:. 



• C.N'-'-" .... -- .--.. ~ .... -

·~!>·;;.\h~~i:.; (~ <r~ 
:~':-'l ~.) ..... : .. .stun of E4lJUl' 31.ahmIl unu ~rDnWl'itrl' tJlal1tattDt'.E 

.;...;.: ~ 

~"' ... ~ .. 
CITA-TIOX IN SUPPLE~LE.:-iTARY PROCEEDINGS 

.: ; ':. :,..FROY.rnEaCE ................................ sc. .. ............ SO:P.ERl.OR .......................... Court 
•••• f l ···.,· .' 

':." .. ' To the Sheriff, hi3 Deputies, or either of the Town Bere;"snts or Coost.able:l iu the County oc... .............. _ ......... .. 
2,.1' \ .' 

: ~.': '7 . PROVIDENCE. " --: ..... ~ ............................................................................................................... _ ......................... _ .......... -........................... . . .. 
". 

, ::.', .. c .A.. #74-1488 GRZETING: 
" 

W'HERE.r:S, ............................... !.!?!;I!:I;.):t~ .... §.t:h!!1P.:;.9.~ ....................................................................... , ..... . 
.. ~ ....... , ................................. 9t: .... f':;:.e.:l~;li.'l ..... :·1~.S.S"&AJ.i,;;.e;.t.j;.s.._ ....................... ~ ..... _ ............................. __ • 

. :, in the County of ......... Jf.9..r.f..9.JK ................................ ~e€~ ... ;:i~ ...... I ...................................................................... . 
'h.a.4 fiU!ci ~,ilpplication iu t~ ......... : .... ~)J.p.!3.;tj, .. g.r. .............................................................................................. C-oUlt 
in. the c:ounty of .....•.............. ..:::t?y.i..~;m.t;.e ................................................................ setting forth that !:e obt.aiLled 

' •• r .. 

.. 
a judp.ent in said Court Oil the .............. J..1.~.h ..................... day f)i ........... ~g?;:9.P.. ........................ _ ............ , A. D. ·'110 : .... 

l(J ..... :.:;.5 .... , ~ ......................... J:"':l, ''IT .r;S ... E:::!lRY: ... S.TI.:·l?,SCli ...... JR ....................................................... . . .'; .. 
...... :· .. ~.~.:.~L: ...................................... of.5..$. ... JY.?,9}..~ ... g.t.~ .. ~ .. t .. P.~.1.Y..?.I .. 9.!:':m9.~.r..~.?:-:1g .... .in the County oJ. 

· \' , 
._ ... : .. ; ...... ~ ... ;\ ........... f.;r.9.Y.;i,.q..~,Ij..9 .~.: .............. s.nd State of... ........... l!,.,.~9.;;.~ .... r.:iJ,AnQ. ............... _ ............... _ ... !Q/.' 

. . ~..:...:_: ..... : . .'.:L:;.:: ....................... : ............. : .................... -;: ............................. : .......................... :.; .... _ ... _ .................... dollars 

~ ~.osta oC sw.t; tb.a.t therC!Utcr ou Ule .......... J.ii ................................... lJay of ...... Ap..'t.+.~ .......................................... . 
. .' .J..:n .. 19 .... '?S.: ..... , executiou isoued on ;aid judgment, and said executiou ha.3 been returned t-o said Coll...-t, 

.' 

.!. . 

=t.i.cied ~d unpaid, a.nd rcque.sti..~g an examinntiou bto the circ-.u:ru;t.ances of said ........................................... . . ... 
~.:..: ..... ~ .... _.;~~ .................................. Qw..~.~ .... ~lRX ... ~.h.~U:!.r..§GiL, .... J.B ........................... _ ....................... " .. .. 
~ . . ..\ · , .• _ ••••• _ ...... "'.noj ... ~ ,~)."" .................................... '" ........................................... # ...................................... u ....... _~a._ •••••••• _ •• _ ••• _ .. .. 

• . r .' i' 
. 'A};D. WHERE.\S, on the .................. 8.th ..................... dsy oi.. .......... J:.:lJ. ...................................... , A.D. 

l!)_2S ...... ~, ~~:.~ ... 9 .. i.3.Q ............................. o'clock a.m. at the ........ ~.)l='.~~.~.o..r. ................................................. _ .. . 
'Court ii.,"':: . .ErQ~ia.enc.e ................................................. , in the County ci... ... ..?r.o.!I.i.deru::.a ...................... . '.- ..... 

.l::d Et.lta of Rhode Isl.w:!d, sre iU:ed:u:d appointed a.a tae time and place (or hearing oC said application. 
,~.. ' . 

.'., NOW; TIIEREFORE, you nre hereby required to ootiiy ami :1lso to cite said ................................. _ .. . 

.. :.:_ ..... :.I':::. .. : ....... ~ .......................... Y.M.ru...E:;i .. J~!.B.;; .... ~.'),'JH~.$P.:i ...... y.-:B., ....................... _ .. _ ........................ . 
r •. ~9pe..;; in person before said C-our. to be holdeu a.L ........ f.r.9.:{.;.9,~.r,..S.~ ...................................... _ .................. .. 
. ~ ~ ~;_ . ..:.: ..................................................... io said. .......... S.t.a..t..9. ....................................................... _._ ........... _ .... , on t..b.e .,'.". - .... -- • 

.............. e.th .......................... ~y oi ......... July. ............ , ................................ -\.. D. 19 ...... 7.S ..... , a.t .... 9.: .. ].G., ....... _...... :: ;~ ~._ 
o'clock a.m. to show cau..<e wby Iln e~..unation into hi.3 circumstllncCi.9 sho·.1ld not b,~ lllAde and a.n ol'liu C!l~-~ 
ordering him W pily said iu.!;;mcnt b fuli, or by installments w~k1y, mont.hly, or othcrwi.se, /lud t.!ut iar faillll1! . 1 • 

to so appear us conunllllded that ............. he IIl:ly be proceeded ~ain.st 3.i provided by Law. 

At said he~ricg the Court ilis.U make e.'tllIIlins.tion of the saiJ.. .............................................................. - .. .. 

.............................................. ~.E.A.o.LZs. ... ;;rz:I.Ry. ... S.'r.:r;1.?SQ.lL .... .J..B.'. , or otherwisa, s.a to his ci."1:=ts.'1Ct:1, 

his income from any source, and his c.bi~ty to puy said judgme!lt. 

Hereof i:l.i! cot 11m! make :r.le return \l{ this Citn.tioo with pur doin<;~ thereon . 

Witue~~. the Selll oi tl.Je .... .... . ;"IJ'?'.;::.\lJ9~ ....... . Coli.; 

.............................. ERO\' lDE!:!C'S. .. Lhi., " . .. .. ' -' .!' ~ 
.::.;..~c. .......... u:ly ?~. i' ...... u.u..'1.e .............. . 

19 ... .7.~ ........ . 

:3-17,j 

:. 



WRIT OF BuDY .\ TT.\C"1.\ [I':XT 

..... : Sc. 

To t.he Sheriffs o{ our :e\'eral Cvun~it. .... nr tLJ ::.· .. :r D··run:t ...... tu:d ~o :ht~ Town 

SC~~:l.r'tts ~J COi1':L!l:)ic5 witht!! ~.!!·l illl uU:- :-:~~~". 

G?EETIXG: 

WE commllnu you 1.0 (darh th~ t"r!y ": .. 

oi.......... ....... ....... ......... .. 

of ....................................... . 

Mve him bciurc the ............ .. 

holden at ...................... ; .......................... " ..... " ............. .. 

duy of .............................. " .... . .\. D., i!1 

................. ~.~.~.~.::-.~~.~ .... :.::-.~.?- de.renc.~t to 6.ppi.:':.~ befe·re t!:i~ 

Eonorable Court tc show C!luse ;.;tT a:: e::r..:::ina;;icr'. 

:nto his/her circQ~star.ces and 

a.?J. order be entered orc.eri:1g him/l:er :0 -;:ay 3aic..:. 

............... j,u~.~:::~~.~,.;:?~ ta~l':7.7.~ .. ~::- C. .... . 

..................... " ................................................ " ...... . 

.......................................................................... •• ...... • .. •• .. • .... • ............. • ..................................... a ........................ . 

a.nd flIrt her tl) d,) :md I'ccci~'e what I)ur so.iu Cum: shnil b thut Leo.·.:i 1:1)!\.i,L:. 

Hereof tolii n.o~ :lnu m:lkc trn~ :r.tu:n 0; thb "'''ric ~.ith YOII!' dott.g., ~h(:'rCtJ!I. 

WITXES5. rht1 ;3,':11 of c.t!r ......... ~.?:~~~~.~.~.......................... ...... .... Cnllrt::r, 

................. p.~.cv~r::;:;;..r~~.. . .thLl ..... " ................... d!i,:.· of....... ........... . .... . 

S-li!; 

.\.l..\. l~, 

aJ·_ 
U..::l ._.,... .... ..:: 
.... x 
ow 



C •. '. :~Q. 

§tiltl' of ifil)LlUl' ]£ililttu tlnu tJroUiOl.'l1rt> tIltll1tCItio115 
') .I 

i' -! Jffice of the Clerk of the Superior Court. 
./ .I 

r;-lhe Sheri!T, oj::', SC"eral C'~unti .. , 
( 

• __ ~uti,~, GREETlSC; 

You are hereby required ~o notiiy 

.. " ..... P E?E;:;Q .. :\;r;: .. .......... . 

. . ::?~ ... ;.~.~ ... ~~}_l.~.;t;:; .... ~.r:t .... ~~~'; .. f? rr i c.~ .. c r ::t.:' s t:. t i.~.r. .... ,.~Y . 
.... ~.:.lr.~~~~ ... A ., .. n,?q(ll~w~!:i. 

~.'?.r.~.~:..~n"::'r...c. ;;:n~ ... ~~ id dc;f~nd~r.: h".:': :"0 il.~ct ~o 

. ~.q.MrlJ.' ... ;'~:' ~~ .. ~ .. ~~-: .. :,.r ... .9~ chi_. :::r:,c:--::tbl·::-.. t;:.~,:;.r:' .. 

.. :~:1.~'::.;-r::~ .... 9::' ... ::-;J;.~f ~~ ... ~.~.1 l·}:'(~ .. t,:~ .~ .. :.:-~ ... n '!...',~ .• ~.':.:.;q~ .. '. :-'. c. ,_ 
:.: .. ,:0 :;-.:..: .. ~. ~~.T:r:·!'!7 .o.~. ·~lJJ'J .. I): ~:~~!1 . .:.~c. e:)~:r.~. !7!~'::.:':: .... . 
tn :::.: ..... :'!~~ --::~ ~:..+l~.flJ :.:.:'. n:. ~1~-::--:"::~'7 ~::l~ .;l~.:';t:';_~ ............. H ..... . 

. _r". -: -' 

"":' :--.(" : : 

..... , ....... "," 

.... ,... .. ! I't • _ .... .... _ ., •• \ 

' . - . . .... . 
... ~ !,!.: . .: :.n 

of I'ru"idl'lIcC; on the 

o"""l'k ':'!., that h" 

day of 

m:ly the II :lnu therr ,how C:lIlSe, ii :lny 

,A. D. 10 ,:It 

he h:l - .... hy the' pr..yer oi 

H,'n'r.! f:.tilllot !lnu nl:l.kL· ~rue ~tllrn oi th:·· Writ with Yflur u"in!;~ tl,ne!)n . 

Jay IIf . \. D. lU 

.0' ,/ , ( 

-C'> 

:J.-
u.=. 
"- -...... x 
ow 



I 73-1026 NCIC7MENT NO_. ~..::.-__ _ 

DEFENDANT 

RECOG.NO ________ __ 

Obt. money under fa_'s~ D.retenaes OFFENC~ ____________ ~-~ ____________ ~~ __________________________ _ 

DATE OF DISPOSITION Harch 7, ' 015 SESSION_ .... l~9~'7f_::i S~----

DISPOSITION GL~NNINI. J. Def'end~Dt a:;JQ13A.rs ~ rfltT'~cts pJ<>a 
of not guilty, again a~raigned~ pleads nolo contendere 
and is placed on proba~ion for 18 months. Uosts of 

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

£ 

J. 

~ 

J 
r 

3 
~ 
i , 
( 

i 

-N 

.;...> 
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STATE 

vs. 

"11 .. ,-
.' -.-

Indicunent No. _-:=-:--_.,-__ 
Inionnation ,'<0. .-.;.... -' / 
C;olllplaint ~o. ______ _ 

BAil . .l,:'-;o RECOG:'-:IZA:--:CE CO:'-:DIT10'\S 

,~~~UReCOgniZanCe having been set in the amount of S (- c: c: ( _ at a hearing on 
\.::::::-' 

:unignment. p.!tition 

for Habeas Corpus, hearing purouant to Rule 5 (a). ~~ (Circle - - appropriace tenns) or 

other (insert description) 

:-.low. therefore. the defendan; an€!Jher sureties. if any. do hereby aCknOwledg~i~erodf/themselves to beinceb[c~d 
to the StOlte of Rhode Island and Pro\idence Pluocations in the sum uf S /, -5; Co C the conditions of this '? 

recognizance b.!ing as follows: 

I. The defendant(s) will appear b.!fore the Supt'!rior Court. as re4uired for all scheduled hearings upon notic:: 
being sent to the defendant( s) or (0 defendan[(s)" counsd by the Clerk of Court. or where appropriate. b~ the 
Attomey General or his duly deleg:lted a!i~istants. 

2. The Liefendant(s) will keep the peace and b.! of good b.!havior. 

J. The LiefendaocIs) will not leave the ,tate while thb matter IS pending. without p.!nnission of the Court. 

~. The Liefendant( s) will nori f~ h isiher anomey/bond,m:ll1. and the Clerk of the Superior Court of an:- change of 
adLiress. 

5. The defendantls). (here insert any special comlirions) 

.-\CK~OWlEDG,\lE:-lT BY DEFE:-;D .. .\:-iTiSl"RETlES 

I underotanu that if I violate any comlilion of my release. J warrant for my arrest m.ay issue immeuialely. After ~m:sr. 
:lnd hearln!!. if I am detem,ined 10 have violated mv recugnizance. the tenns and condil)ons of am- further rel¢:J..<e .... ill be 
r$detennin~d. 1 may b.! held" ithout bail. or my b~il ma~' b.! increased. anLi additional sureties r~uired. The StJte m~~ 
pro~eed against Ill) ,urecies for violation orthis recognizance. The Scace may also proc~~d ~.gail1>t me b~ boJ:- e.x.ecutiLln tor 
viulaciun uf my ret:ognizanc~ ac the race of one ( I) uay for ea~h 55.00 of said recognizan~,:. A viulallon of my recognizJnc~ 

-, may also be punished as contempc of court. 

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

I agree to comply fully with each of the obligations impo'jeLi on my release and co notiiy the court pmmptl:- in the ~vent I 
change the adLire~s lisled b.!low. 

JuLi~.2:s.IJBaii Commissioner 

.:;-- /. ~-->i 
Date 

Subscrilxd anu ~wurn tu befure: me 
. .', 

this --,_'_" ___ du:- llr-"-'..::";....::;=. __ 19 ""., 

J"-' ,I 
'-":_._l,..~..-:'/ 

.e----( 
DefenLianl 7 

I/We agree to the foregoing ~Clnditilln, 

Surd:-

N 

'" -' 
:J.-
U..:l 



CA 77-508 

12-9--77 
Court. 

d. o. b. ';-2.3-2(, 

Aid & Asst. in Recordi~; Horse Bet 

Cash bail sum $100. rec. f rom 6th D7. Dst. 

12-13-77 Cash bail SUm $lOOs :rec. dep. in .Reg. 

Petty 2, Pa~e 140. 3ail furn by Jo~n Avella 

46 Wilson St. Johnston, RI. 

Also CA- 77-509 

("I'") 

N 

.;...J 

aJ·,.... 
u..a 

-,... -r-
~..c 
~x 
ow 
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--

STATE OF RI-IODE ISLAND 

PROVIDENCE, Sc. 

SUPERIOR COURT 

'i 

.J 

I 
1 

vs 

., / 
/' ' ,\ .. 0. 

,I 7 

No. ,/ :.2... ).{ - / .. ,_. . . ,-' 

ORDER 
PAllifENT OF jjfONEY FROill REGISTRY 

In the above entitled case it is ordered that the money deposited In the 

Registry of the Court be released and the clerk po.)' 

Attomey, for )o!~ ( -e" < -( the monel' deposited ,,"ith the 
/ 

accumulation of interest if any less t?e Clerk's lawful charges. 

Entered as the Order of Court this ((...' d f /)- . AD lClC\("-ay 0 /~\ ~L . . ...:-r t! 

./ 

By Order, 

Clerk 

Enter: 

! i Justice 

.~ ...... 
4--c 
4-x 
OL:..J 

. -

:. 
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Supc'::-iot" COlJ::-t in Pt"o'li.ucncc Coullty 

State 

V!i. fJ-Ur-st ~.' 

P.6.A 7-17- .. >'":J 
=' 

Providence , Sc. 

TO ANY AUTHORIZED OFFICER: 

and bring him without unnecessary delay, before t~e 

Superior Court for the County of Providence to ans,·,er to an incict:::-. :It 

charging him ,oJith _·_~_..:;.;J::..:r---:...(-_8;;.._" E_~':"':""7r-""''''':'J.::::-;.... -=-J...;.._~.:...-. _t..._T ______ _ 
V 

in violation of G.L. 1956 (1969 Reen.:lct~ent), //~ 1"- 7 

Dated: 

:. 

_________________ , Sc. _______________________ ~A.D. 19 

I havc apprehended the body of the ,·,ithin n",ffied respondent ,mc 
h.:lvC him before the Supet"ior COUl:'t for Providence County as ,vi:!ii;:'\ cc:;-.:::.:.::ce::. 

At:cndance 

Hilcn!;c 

Authot"izcci Ufficer 

Tir: lc 



____ --I,..-f.",i.y.es_..ge~:;;9!}il1 reco~liza.."1ce in sU!n .,.;l,OJ). ::::!""1trJ of 
·co 
en 9_. ________ ~~~~-e_~~--~~~-.f~1--e-d-.-.--------------.----------------~[ ____ __ 

e:::-:. 7, iC17'_._P'~J·gn~~~.J1.. _;iJ.E::8 r;lOt;cn to St-:.y·);,."'s::s, ::-.!:d._. __ ~!--_; __ -

---------4 .,,, '-f"'\"". :"'0'> "';r"\I~' .' .. ,;r"\ •• ! --_ t...:._ ......... _ _ __ __ --'-"--....--::....-.A--_______ -,-_____ -l-__ . 

ce~~ l~=~:QNS~~:'~~::~:::r a::e:::O::::":~ s t:~:::~ tf:~ ~ ::::~i~:~: l+ ' 
under Rule 48a. Diamissal filed. As to Count~ 2,3:4-defen ant . --_._- -.-_ .. -... -.-...... -... I ---. ---+---+--
retracts plea of not guilty, again arraigned ~nd pleads no 0 

----"- -. -.- .. , .. -- . "- -.-.. ' -+---1-

each count ____ . ___ c;QP!:.~TI-3~.J;:,?- I .p.1.i§-ced on probation for 1 year, o~ 
. __ CQUC.UXt:e.D ~ , .,gives personal recognizanee in sut 

... - ----ho. ---'If--
$1,000. Judgemept 

entered. Motion to dismiss filed. Affidavit and Attor 

1 Ce~~i;~~~'t~~~ and Certificate of Judge filed. ----- .. -

.':'pril 17, l~.?~".·~;~-~~~~~~ f~~:S, motion for return of property seized un( 

1 warrant. 

;'.~ri1 1 b, 1971 S~~te' -f i1~s- an objection to defer.dant' s motilbn for retu 

property seized under se2rch warrant 
... - '" .:...-----~--

rv1.~CKEIIZIE, J. Continued to 5-16-78 for motitns. entry 
I 

ance filed. ___ ., -J . ___ . I --------------------_.-----_. 

'." .... ,.; 1 

I 

.;..J 

<lJ'~ 
U.Cl 

.,.... -r-
4- ..:::: 
4-x 
OI.J..l 



·e 

PROVIDENCE, Sc. 

STA'EE OF RHODE ISUXD ) 
) 

v's. ) 
) 

T - i7/'\/ :".: r:...' ) 

Indictment No . ,/:~-/-( . ,,, ....... ,, .. ,. . 

Crimina l A rreal-No. 

JUDG,'fSNT OF ACQUITTAL mmE:t RULE 29(01) 

.;:.. ..... 
"" 

This ;;1a ttc!:' came to trial on ~.- - -';. :.. ') If- 1973 
----~---~-------~----, -, , 

anc, after tesci~ony ~as taken and after both the State of R2~ce 

Isl~~d and the de:endant -,I _-'. ' ". I 1 I ,: h . ~ tl.. _________ -~. __ ~ __ -__ -______ aa resta~, tie' 

saie.defendant moved for acnuittal, pursuant to 1ule 29(a) 0: the 

Rules of Criminal Procedure, on the offense of 

as set forth in count number :.:z. or the (indict~ent) (co~:c.int) .. g 

It is nm" he::,eby 

ADJ1..iDCED 

that a jud;ment of acquittal be anG the same hereby is en~a=z~ 

rursuant to Rule 29(a) nf the said rules; chat the said de~en~an~ 

is ordered di3cha::,zed and the bail (personal recngnizance) i.s''': ;,.: ..;. ", 
'. 'v--

hereby c~ncell3d and discharged. 

" Dated at rr~vid~nce) Rhode Island, this 

_______ ,_1 __ ~ __ :: ______ , A. D. 1973. 

By Order, 

--r-

Jus t Lce: 

:: -i' ____ c.r., of 

" 



S,!,]I.TE OF ?,,'!ODF~ ISL~ .. ND F-~TD PROVIDS~lC::; PLA:·;'!'F.'!':::O:-IS 

PP.OVIDE)iCE, Sc.. SUPERIOR COURT 

STAT!: OF PBODE ISLF-")1D 

vs 

)'..:..~A'/<D 

Indict::lent No. 

,iUDGE:·!E!·lT OF ;'.CQUI'!'!'I.L 

... . l. ,r .. -: (. :' { .... 

" 

This case CaI:'.e to trial as to the e.efene.ant, A' 1;.: '·f """. i) 

, , 
__ -'/...l'-"-;'" ...;1:::;::.. .. ___ , before a ju=,! I after the saie. defendant had 

er:tered a plea of '·;CT GU!L':Y as to t::'e offense 05 

as charged i~ count n~~er __ .::;2:...... ___ of the (indictnent) 

complaint. After the ;?resentation of evic.ence, argument of counsel, 

consid'erat:'on by t::'e jury ane. a jl.1ry 'lerdict 0::: ::'JT GUILTY as to 

the said defenCi.a..'1t, it is 

. -. - .... ,- ,---:a....,..., 1",I1J\"J',w LJ 

t::'at juc.gement of ac~uittal ~e and the sane hereb~ is enteree. for 

the e.e:::endant, and the ~ail (personal 

recognizance) is hereby cancellee. and dischargec.. 

Dnted at Providence, ,Pnode Island, this 
/, .. 
.... -r day of 

I A.D. 1973 1~. 

Ente!.': By Grder, 

/ 
. 1..",,-,' r '~-t-:-

.0. 1\".1. _ ..... -'t"'" 

Just.lce / CIer;, , 
/ I 

C'> 
N 

o 
S 



fUDGMENT OF CONVICTION 
AND 

COMMITMENT 

Providence Superi"r Court in __________ _ Co~nty 

sow (:::74) 

.---
.:'.)'Ji<T I :,~ !;--::.:c ~ 

I r f ! r 0 I j' ! L C. 
I 

1I~ Y 8 1978 I 

C~!i~:J 

\ 
Jose;:.'! Q. 

C~ 
State 

vs 
Donald C. ~ere~h 

P2/Inio 77-45 
8th May ~"umbo<r 

On this Jay of . , 19_, caml:! the 
attomey for the St;!te, J.ld the defendJnt appeared in person fand by counsel, 

I Jose;h A. Capineri ) nmney ______ ~ ____ ~ _____ , __________________ ' 

IT IS ADpJDGED that the defendant l-)u:;beenconvicted upon hWhe:: plea or 
(nolo contendere) ~~!xtWt<mHlt;?-j~v:jtgJ.:'~l~!:.Q.b:gID~ of the 

offense of ___ C_o_u_'n_-_~ s_1_a_n_d __ 2_B_r_e_a_k_i_n_S!: __ a_n_d_e_n_t_e_""'_, _i_!1,"-g_a __ b_u_s_i_n_e_s_s 

~lace ~t night :!~e ~ith intent to commit larceny. 

1 & 2 ;!s ch;!rged in ,;ount(s) number of the (indictment) (x~nvJ; 
and the court h;!ving asked the defendar.t whether he has anything to say why 
judgment should nut be pronounced, and no sufficient cause to the contr;!ry 
being shown or Jppe;u1ng to the Court; 

IT IS ADJUDGED that the defendant is guilty as charged <lnd convicted, 

IT IS ADJUDGED th;!t the defendant is hereby committed to the custody of 

the Warden 0f the Adult Correction;!1 Institutions for a pl:!riud of 1 yeAr. 

to 1 year. Sus~e~s:on of sentence is removed. Sentence ~o 

run cor1current. 
~WJC~·i.'L-:i:E.Ri·:li!ttaOO'1Y~.:r::;W~~(ll;(~·~tE:~rot'4;v~..\~·~·:tz,!'=!;:J::q 

rj,grtt,m ~~:,~\i':,~!Z!~!)~·futp~~§!~.~X 

IT IS ORDERED thJt the C!erk-uelivl'r ,1 cl:rtifieJ copy uf this judgment tu thl:;! 
W,lrul'l1 llf the :\Jult Curre<.:ti,ll1al II1~titutilll1s ,md' th'lt the '::llpy ser\'e ;!s tl~.: 
commitment (If the Jerendant. 

5/6/75 
1:.1-.. 111ft· . 

Other samo1e: 

IT l5 AD)U )GED thilt 

.? yea:s. ;on~I~:,i~~~ ?~.~~~tlon, c.e!·!)nc.ant is co .... ~~~;,~.:-~ 

~~ ::s..:'9.t:"".ti~ ::.\.,;Ee I;ntil ,:"ac.uatio~ o. i·l:.:·~:"' .. a:' oede. c:.' ::::e 

':;ou' t. 

..... 
<:J
U~ 

..... -.... x 
ow 
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STATE OF 
RHODE ISLAND 

AND 
PROVIDENCE 
PLANTATIONS 

• '-c.;. 

JUDGMENT 
AND 

DISPOSITION 

Providence 
Superior Court in ........................... County 

State 
YS 

Paul E. Kennedy 

P2/Info 77-232 
Case Number 

5-208 (3/74) 

S'JPERfOR COURT 

F I LED 
MAY a 1918 
J.-...}, Q. C:l1i'i3 
~ . CUi?!{ 

3rd May 78 . 
On this ........ da.y of ........................ , 19 ...... came the attorney for the State, and the de-

'. John H. Hines Jr. 
tendant appeared In person (and by counsel, namely ................................................ : ..... . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . ). 

IT IS ADJUDGED that the defendant has been adjuc!,;ed guilty upon his~Xplea of (nolo contend.1re) 

L~~O'OO~02a:dH:DiKMX~dJC.,~ of the offense of .. ~.~~~~ .. ~ .... ~.~~?~~.~ .. ~~.~ .. s.~~.r:~. 
of an accident after personal injury. Count 2. Drj virlg under the 
.......................................................................................................... 
~~fluence of liquor. 
:!s c!12.!'Q'ed in count(s) number .. ! .. ~ .. ? .... of the (indictment) O::tX®l;:4~ and the court ha.ving asked the 
Ct'~c'l1cL::lt \~'hi:,Ll'r ill' ha:; :.mything tv say why judgment shaull! nut ue pronounceu, anu no sufficient cause to 
::'e cont.:lry bein:,; ~ho\\'n or appearing to the Court; 

IT Ie; ADJUDGED that the defendant is guilty as charged .. 

. Defendant is Dlaced on prob~tion for 1 year, as to 
IT IS .\DJ'CDGED that ........................................................................... . 

each coun~. Condition of probation: Defendant is to attend the 

Staters Driving Education School • 

N 
o 
..-f . -

:. 

...................................................... ........................................... ,. . ..;.,.;... .. ;..;,._---

••••• to •••••••••••••••••.••••••••••••••••• 0.0 ..................................................... . 

.:a·::CG}l);·\.~:t~~\1~~L~·1~'G'rtRr·~..;t:'i;r.oXOOF.t\tI~LXkY!.J~~~U;jW(I(JffXfl!;::th~~l~Ktirt-;4Pi3'~'tlV.1·UH~Q 
,i ~:~}:x~~(~MI.'.QI'ILQii'M. 
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PROVID E..."'l'o:l, se. 
To the Warden of the Adult Corret::i.UmaZ Instil.uJ.i0n8 in the County of Pr~, GREETL'W: 

(""""'I. I ." ,. ! • • • 

-.:!!!e command you that at. •.......... _ .• :.l.~ .. :-: ... : .......... o'clock.t::. .. M., on ......... : ... · .. ~.~ .... ·.:.: ... · .... ;., .. :, ......................... . 
....... ~.;::. .. ~ ....... ~ .. ;. ..... , _~ D. 19 .. ~:.~;.,y0ll have the bod ... :: .... of. ............................................................ : ................... ; ..... . 

............................................... ~.~n' ...................................................... ! ............................................. _ ............................................... .. 

••••• •••••••• 0 .0 •• 0 ........................... 0 ...... ' •••• ~.o .. ~: .. ~ .. :r:~ .... ::.:.:~ ............. 0 .':: •• ~.~.:-. ~.;:.'::: •••• 0 ::.~.II.' .. ~ ...... 0 ...................... 0 •• 0 .................... 0 ................... . 

··e in your custody, as it said, before the Superior Court, ...................... : ........................................................................ . 

. . P'd t t'~'" ) m seSSIon a.t roVl ence, 0 a.nswer q ....... :-. .. :.:.:: ......... _:.< ........................................................................................... .. 
, , \ 

here pending agaillilt .... ; ...... ::: .. :-:-.. :.:...: .• : ... .' ... in said Court. And have you there this writ. 
Hereof fa.il not. 

WITNESS, the SEAL of our SUl'ERIOR COURT, at Providence, this .................................................................... .. 

day of., ................................. : ..... :: ...... ::: .... ~ ........................................ , ~ D. 19 ...... .. 

... _ .... l .. ~:.: .. ~:., .. ~ ... .:.... ..... ...::. ....... : . .!....: ..... ;· .......... , ... : ....... Clerk. 

....... . ~, - r (. ... , .. - i 
~.I 

PEOVIDENCE, ...................................................... , • .\. D. 19 .... .. 
Providence, 8C. 

I hAve delivered the above-named persons to .............................................................................. Deputy Sheriff, 

a.s required. . ... ". 
.. ............................................................................ J ailer. 

I ha.ve received from said Wa.rden the a.bove-named per:sons, and have them here in court this ...................... .. 

day of ............................................ ::~ .......... _ ..................................... , A.. D. 19 ....... . 

N 
M 

-I-' 
ClJ''
u..c .,... .~ 
4-.= 
4-X 
OL.:.J 
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Civil Assignment 

Introduction 

The primary function of the clerk in the civil assignment 

office is to make up the continuous trial (jury/non-jury) calendars 

and see to their smooth operation. 

Once a case has been added to the continuous calendar by 

general office personnel. the clerk determines the approximate date 

the case lIIay be reached for trial and directs staff to give 30 cal. 

endar days notice to all counsel. This approximated date is a 

function of the number of judges available to hear cases on the con

tinuous calendG~'; three or four times the number of judges is most 

often the rule of thumb in determining the number of cases to appear 

on one day's trial list, known as the Daily Calendar. 

At least one week 1n advance a tentative dally list 1s drawn up 

through consuftation wi th the assignment judge. Defore notice is 

given to counsel. the case file 1s reviewed to determine any change 

in counsel and whether conso 1i da ti on or settl emen t has taken place. 

The assignment staff then gives both oral and Ivritten notice (7-day 

notice) to all counsel for cases appearing on the dally 11st. 

I r .A-If 

.' 

Although some discretion is permitted the civil assignment clerk in sel

ecting cases to receive 7-day notices (to avoid attorney scheduling conflicts). 

once the 7-day notice has been sent and a definitive trial date assigned. no 

continuances may be granted by lhe assignment office: At the dany calendar 

call only the assignment judge may hear applications for continuances; if 

granted. the case is added to an jnternal working document known as the Day 

CertaIn Calendar. 

At the end of the daily calendar call, the assignment judge and the as?ign

lIIent clerk work together to send cases out to th'e other judges on the calendars 

ilS they open up for trial or settlement. 

Genel'ill duties of the assignment clerk include supervising clerical support 

staff I·litllin the office and ans~/Cring the numerous complex inquiries directed 

to him. Being continuingly aware of judge and attorney availability and of 

the rate of dlsposi tion of cases on the daily calendar. and cOJlUliunicating 

these facts can help ensure efficient use of court time and the tillle of all 

personnei involved in the court process. 

517H 
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LIST OF EXHIBITS 

civil Assignment 

Civil Calendar Card. . . . A-ll 

Calendar Notice (3D-days) A-12 

Trial Notice (7 days) . . . . . A-13 

Daily Trial Calendar A-14 

Monthly Report of Civil Case Movement. A-15 

Forma 1 & Sped a 1 Cause Matters . . . A-16 

ILA-iii 
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Ca lewtarillg 
Civil Assignment 

DESCRIPTION FORM NO. 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 
STATUTE 

on 
RULE 

-------------------~~--+_---~~~~-----T_----------------------------------~~--------------------------------

Civil C;:l1endar 
Card Prepara tion 

Ex. 1 5-190 

Ex. 2 S-I92 

---------- --

As tillle pCl'Iuits, assignment offico staff work a- Soc ncp 40 (assl!]nmellt of casas for trial), n.p. 
head to enahle prompt notice La counsel that cases 2.1 :no assignment of cases on certain days), 
are to be set for trial. Staff work off oue paHe floP. 2.3 (continuous trial calendars) .. 
of the continuous calendar at a lillie accordin9 .to 
the procedure be 1 O\~. The salJle procedure' i 5 fa 1-
lowed for both the jury and non-jury calendars. 

a. Pull case files for all cases 1 isted on the 
continuous calendar page. 

b. Prepare civil calendal' cal'd, OIltering: 

jury (non-jury) (/). 

if case fil e shows case has 
enter case numbers and pull 

Other items. such as control number. county. da te 
case flied and estimated length are usually left 

been consolidated, blank since that lnforll!ation is rarely used. 
those ca5~ files. 

case nUlllber. 

case nallle (as it appears on case file label). 

case type (from omnl bus fa 1'111) • 

da te case ca I enda red: enter page number 0 f 
con ti IIUOIIS cal e"dilr and da te 0 f f 11 cmark on 
ollJnihus form. 

The control nUl\lber should be entered by clerk/ 
typist personnel in the office onto the continllolls 
calendar. This number helps deterl\line the nUl\lber 
of cases pendiug. 

If caso is a priority, it will bc 50 irullcaLud 
by judue's ur't!er; staple to bilck of calendar Proceed to soction "30-day Notice," next 
cilrdj selic! 3D-day notice iliuliedlaLI!!Y. Ill)!!e. 

II.A- I 5/70 
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Calendaring 
Civil Assignment 

DESCRIPTION 

Notice f'r~!Jaration 

3D-day Notice Calendar 

FORM NO. 

Ex. 2 $-192 

STATUTE 
OR 

RULE 
PROCEDURE 

attorney names, adt!resses, telephone numbers; 
check telephone buok to lw sure address/phone 
are current. 

The assignment clerk directs the staff as to the 
number of pages on the continous calendar to be 
selected for 3D-day notice. I/eadings on the no
tice slips are fillet! in ahead of time, however, 
when the civil calendar card is completed; the 
slips are clipped to the calendar card. These 
are filed al'/ay until ready to be set for trial. 

a. Prepare 3D-day Notice, entering: 
niHlle of case, 
jury/non-jury (V). 

b. Tyre address of attorney on reverse side of 
notice. 

c. Clip both copies to civil calendal' card. 
d. File all calendar cards (with attached no

tices) ~/ith continuous calendar page in page 
number order. 

e. Await direction from assignment clerk to se
lect cases for notice. 

a. At dlt'ection of assignment clerk, pull calen
dar pages ready for 3D .. day notice. 

b. Type these cases on calendar form with heading 
elate 30-day notice mailet!, enter alpha charac
ter' ilt top to scrve as page rlll/nbcr of list. 

II.A-2 

I' 

CASE REFERENCE NO. ________ _ 

COMMENTS 

The carbon also produces information for the 7-day 
notice except for the trial date. 

5/70 



Calendaring 
Civil Assignment 

DESCRIPTION 

Attorney Resllonse 
to Nutice 

7-day Notice 

FORM NO. 

E)(. 3 S-192 

STATUTE 
OR 

RULE 
PROCEDURE 

c. Separate 30-day notice from 7-day notice; 
lliail 3D-day notice to a 11 counsel whose ad
dresses appear on calendar card. 

d. Prepare index card for active f1 Ie, entering: 
naille of case. 
page (alpha character) of "30-day Notice 

Mailed calendar~" 

e. Place calendar cards in manilla folder and 
fil e in numcl'f ca larder' by page number of 30-
day Notice Cnlendar. 

f. Keep 30-day Notice Calendar paaes together on 
cl ipboar(1 for reference. 

At val'ious points ill lhe notice process, Cilse in
quiries lIIay be received, 

d. I~eques l proper case nilllle, 

b. Refer to index card to determine location of 
calendar page/calendar card. 

c. Enter appropriate remarks on calendar page 
and call to attention of assi(Jlllllcnt clerk. 

d. If C,lse /iilS l)(len settled, cross case nuille off 
list. pull calendar car'd and place in statis
tics file. 

The as 5 i !)fllll(!Jl t clerk des i gna Les to s ta ff wh i ch 
eases al'e to liC sell!cl!!d fot' 7-tlilY lIotica. 

" .A- 3 

CASE REFERENCE NO. __________ _ 

COMMENTS 

rhere seellis to he no desll'uction/retention 
schedule fur index cards and calendar cards 
for dl~p05ed cases. 

5/111 



Calendaring 
Civil Assianment 

DESCRIPTION 

7-day Notice. contld, 

Case Settled 

FORM NO. 
STATUTE 

on 
RULE 

PROCEDURE 

a. Pull indicated calendar lists/calendar cal'ds. 

b. Check list of from Presidinn Justice to make 
certain date has not been assigned to an 
attorney who has heen excused. 

c. Telephone all counsel (leave message with 
secretary). 

d. Once attorney has been lIotified, cross case 
name off I ist, enter date scheduled for trial. 

e. On sallie day, mail 7-day notice to attorney. 

f. If attorney has iI pl'oblem with the scheduled 
ddte. refer to assignment clerk. 

g. Update index card, crossing off page number 
and insertillg Scheduled trial date. 

h. file calendar cards in folder labeled with 
scheduled tl'ial date. 

If o.t any tillie once 30-day or 7-day notice has 
been sent alld the case is settled; 

a. Pull index card. 

h. locate calendar card and cilter disposition, 

c. Remove index card to inactive file. 

II. A- 4 

I' 
, , 

CASE REFERENCE NO. ________ _ 

COMMENTS 

If an obvious conflict exists. do not send out 
7-day notice; try to arrive at suitable date. 

A strict policy of no continuances after 7-day 
notice except throllgh the assi!)nlllent jud!le is 
adhered to. The assignment clel'k should inform 
counsel to consult judge. 

If the case is settled before notice and no calen
dar card has been prepared. pl'epare calendar card. 
entering only name of case and disposition; file 
card in statistical file. 

Periodically remove inactive cards to make ,'oorn. No 
destruction schedule appears to be in effect. I 5/78 



Ca 1 endari n9 
Civil As s i gnmen t 

DESCRIPTION 

Daily Trial Calendar 

FORM NO. 

Ex. 4 

STATUTE 
OR 

RULE 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 

d. Place cal eudar card in!:. ta ti 5 tics fi Ie. 

Conlinucd cases and cases feJl' Which 7-day notices rhe day certain calendar is an internal workjn~l 
have been sent are listeu on a calendar known as IloclJment only and should not lle confused with the 
lhe "Day Certain Calendar." These cases are added old manner of case scheduling by counsel. 
to the end of the Daily Trial Calendar explained 
below. 

This calendar is prepared at the end of each day 
for the following day's calendar call. [loth 
jur'y and non-jul'y matters are included on the 
at the direction of the assignment cIeri:. 

a. Enter date the calendar is to be called 
(fa 1101'11 ng day) a t the tal). 

b. Type all cases from current daily calendar 
which have not yet been reached. 

c. Type all cases fl'OIll "Day Certain" Calendar. 

d. I~a\:e sufficient copies for distribution (post
ing) to: 

Courtroom clerk 
Court stenonrapher 
Assignment clerk and,:staff 
Clerk's Office Uullettn no~rd 
I\ssignlllent Office lIulletin \lIMnl 
Coun tel' clerk 

e. Trallsmi t origina1 tc Judge. 

I' 
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Calendaring 
Civil Assignment 

DESCRIPTION 

Assignment of Cases 

Post-Calrndar ~all 

Settlements 

FORM NO. 
STATUTE 

011 

RULE 
PROCEDURE 

During the calendar cGll. the assignment clerk is 
in the courtroom. 1I0tations of the attorney'!, re
sponses are made 011 the daily calendal'. Responses 
include Ready (R); Subject (S); Continued to 
(date); Settled. 

At the end of the call. the judge assians numbers 
to cases milrked "ready" to be sent out to judges 
as they become free. The assigl1l:lcnt office is 
notified as a judge becomes avai lable and fOl'wards 
the case file to the judge. 

a. As call from judge as to ava il ab il ity is re
ceived. check list for next'case; pull case 
file and tr~nsmit to judge. 

b. If attorneys are not present. contact them by 
telepholle. and inform that case is to be tried. 

c. Retrieve calendar card alld place in "awaiting 
disposition" file.' 

14hen assignment clerk returns copy of Daily Trial 
Calendar wlth not'!tion~. review list to detennine 
updating ~Ihich needs to be dOlle in the assignment 
office. 

See procedure. page4 

I!. A-6 

" 

CASE REFERENCE NO. 

COMMENTS 
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Calendaring 
Civil J\ssignment 

DESCRIPTION 

Continuances 

Cases No t Reached 

.Disposed Cases 

FORM NO. 
STATUTE 

OR 
RULE 

PROCEDURE 

a, If a new date iI[lpears on tlte call list: add 
case to Day Certain Calendar for date indicated. 

b. Move calendar cal'd to "new trial date" folder. 

c. Enter new date on index card. 

Keep calendar card in peflding file for next. day's 
Daily Trial Calendar. 

CASE REFERENCE NO. ________ _ 

COMMENTS 

J\ cOllipleted "Case Disposition Report" should be This form is not being completed by all court~ 
received from the cOllrtroom clet'k once disposition room clerks, at lH'cSent. Setl OFfice Pr'ocedure 
has been reached, lIandbook for sample form, 

a. Entel' disposition inforillation on calendar card. 

b. Staple report to back of calendar card. 

c. Place ca'lendar card in statistics file. 

II. J\ - 7 5/70 
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CASE REFERENCE NO _________ _ 

Calendaring 
Ci vil Ass i gnillent 

DESCRIPTION FORM NO. PROCEDURE COMMENTS 
STATUTE 

OR 

RULE 
--------------------~---+----~~~---+----~----------------------------~---------------------------------" 

Statistical Reporting 

Ex. 6 --

Monthly Report of Civil Ex. 5 -~ 
Case Movemellt 

The civil assignment office is responsible for 
lIIaintaining statistics reHardinn all civil cases 
before the court. The "~lonthly Report of Civil 
Case Movement," accompanied by a breilkdo~m of the 
Formal and Special Cause Calendar, is due shortly 
after the end of each month. Maintaining statistt
ca 1 fil es by ca tegol'i es requ i red for the report 
speeds liP cons i derab 1y the prepara ti or. 0 f the re
port and ensures its timely su/llilission. A sUillnary 
of dlese statistics is prepared quarterly and 
ilnnua 11y. 

On the last day of the month, start cOlllpleting 
the report. The followinu headings corre~pond to 
the categories on the report forlil. 

Type in fIIonth, year of reporting period at top 
of forlil. 

1. Cases pendi'!fL:::J!Q..qj.!!!!i!~f lIIonttt: take this 
figure from last month's report, last item, 
"cases pending - end of month." 

2. Cases added durinq month: count additions made 
to continuous calendars; be certain to mark 
stopping place on calendar as guide for next 
month. 

II. A- B 

I' " 

" Tht s shoul d repres!:n t the total of cases appear
ing,on the continuous jury/non-jury calendars. 

Civil assi gnment office staff in Providence 
stated that a more accurate means of determining 
the civil statistics 1s needed, because one case 
may appear on the calendar several times and 
thus may be counted several times. Since the 
caseload 10 Providence/Oristol is very lar~le, it 
is impossible to catch -this error wi thout undue 
difficulty. 

5/78 



Calendaring 
Civil Ass i (Jnlnent 

OESCR/PTION 

"Jud(le Days" 

fORM NO. 
STATUTE 

on 
RULE 

PROCEDURE 

3. f.!!ses~osed Erior to £llendar can. (before 
3D-day. after 3D-day. after 7-day notices): 
maintain calendar canis by the above categories 
so that ill the end of lhe month ollly the cards 
con ta i lied ill each folder need be coun ted to 
a rl'1 'Ie a t the proper fi gUl'e for the report. 

4. Cases disposed on or after calendar call (var
ious cate(Jories): maintain calendar cards in 
folders; count cards as above (3). 

5. Total cases disposed: add items (3) and (4). 

6. Cases p.£!ldl.!!..!Ll~lr tri.~l at ..£!ld of mo'l!h: 
cilses pendln!] (beginlliliiJ) 

+ 
cases added 

cases disposed 

;; cases pending (end of mOllth) 

An additional requirement on the report Is to 
determine the number of "judf)e days" for the 
monlh. 

a. De termi ne the numhel' of COUl't days in the 
reportinrJ period. 

11.1\-9 

I' " 

CASE REFERENCE NO. ________ _ 

COMMENTS 
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Calendaring 
Civil. Assi gnment 

DESCRIPTION 

Report Submission 

Quarterly Reports 

Annual Report 

FORM NO. 
STATUTE 

OR 

RULE 

,e 

CASE REFERENCE NO. _________ _ 

PROCEDURE COMMENTS 

I). Multiply this figure (e.g., 10) by the number of 
judges assigned to the Daily Trial and Formal 
and Special Cause Cqlendars (e.g .• 5) 

10 x 5 = 50 "judge days" 

c. Include this information and computation 
note at the bottom of tlie report. 

in a 

Transmit to Pres idi ng Jus ti ce u'j' the Superi 01' 

Court and to others upon request. Retain copy in 
sequential file. 

The same report form is used 
reports. for quarters endi n9: 

for the quarterlY 

December 31 
March 3} 
July 1 (end of session) 

a. Total fi gures from lOon th ly reports. 

b. Change "monthly" on report title to O'quqrterly. " 

c. Add reporting period date at top. 

d. Submit to Presiding Justice, 

This is filed in July, or \~lienever the court 
$ession ends for SUIiUlier recess. Follo~1 procedure 
as for quarterly repol't. auove. 

5/78 
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CIVIL CALENDAR CARD 

e Ix! Jury / I Non-Jury 

Control No~ -----
7~-2624 (case 

Consolidated With: 74-2396 name) -------------- County: _____________ _ 

Case No: 74-1573 Case Title: John R. Morin v. 
~---~-~---~---------------------------Frank N. Georqe & Sons, Inc. 

Date Case Filed: Case Type: __ n_e.,.:;9:.-'_i.:.,ge_n_c_e ______ Est .. Length: ____________ _ 

Date Case Calendared: 7-24-74 0 384 Priority Granted on: 
------------~ Nature of Prior.ity: ________________________________________ , _______________ ~ 

,ATTORNEY INFO~~TION: 

Name Phone 1.0. No. 

. flaintiff: __ ~(_n_am_e_) ____________ (a_d_d_re_s_s_) ______ ___ 861-5700 xx 

Defendant: II ) 

Date 

Date of 30-day Notice: __ ~4~-~2~1-~7~7~ 
Date of 7-Day Notice: 5-17-77 
Trial Date: 6-7-77 

If 421-7281 xx 

No 30-Day Notice: ___ __ 
No 7-Day Notice: 
1-12-78. 
1-19-78 

....... 

....... 
I 

< 

Reason Requestor (P/D) 

1st Continuance 6-16-77 11-8-77 
2nd Continuance 9-27-77 2-21-78 
Standby Revie',.; 10-4-77 3-27-78 
Special Pre-Trial: Date Ordered _____________________ Date Held _______ p-____ c=~, 

DISPOSITION INFORMATION: 
DISPOSITION DATE: __ ~ 

Settled Before 30-Day Notice Settled in Pre-T ------- -------___________ Settled After 30-Day Notice ________ Dismissed at Pre 
___________ Settled After 7-Day Notice ____________ Settled During T 

Settled at Calendar Call Dismissed by COll ------________ ~_Default Judgment ____________ Jury Verdict 
Dismissed at Calendar Call Judicial Decisio ----------- ----------Case Assigned to Judge: ________________ No. Date Assigned ___ 

Trial Started: Yes No; If Yes, Length (days to neares 
4IFdict or judgment entered for (amount) Plaintiff 0 

NOTES: 

S·198 (1175) 
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vs 

SUP-ERIOR COURT -OF TH E STATE OF RHODE ISLAN D 
PROVIDENCE COUN:ry COURTHOUSE 

CALE~JDAR N.OTICE (30 pAYS) 

Smith Jury [XJ Non-Jury 0 
Jones No_ 74-158 

. The above case will be called for triat in aPProximately 30 da-ys. If this case has been 

. setded or for any' other valid reason v..:iIl not be read'f, contact the undenigned immediately_ .,,,. 
Failure to do so will result' in an assum~tion by the court that -you intend to proceed. 

5-192 

ATTENTION ATTORNEYS 

A 7 day notice w.ill inform 

you of trial date. 

SUPERIOR COURT 
CALENDAR CLER..l.(. 
Providence County Courthouse 
Providence, R 1. 02903 

Superior Court Assignment Clerk 

Room 531 277 • 3225 

Robert C. At'dood, Esq. 
121 So. ~la'i n St. 
Providence, RIo 02903 

I. 

+J< 
CN 
<lJ 
E-I-l 
c·,.... 
01.0 

or- or-
Vl.s::: 
VlX 
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ia. 
:~. 

! 

I 

Ie 
t 

vs 

SUPERIOR COURT OF THE STATE" OF RHODE ISLAND 
PROVIDENCE COUNTY. CouRTHoiJSE 

TRIAL ·NOTICE (7 . DAYS) 

Smith 

Jones No. __ !.....74!...... --=1.::..57!...:3~ ___ _ 

The above case is scheduled' for trIal on: 

PLEASE NOTE THIS DATE ____ . .--:..T.:..;.h.::.,.ur;,...;. s~d:..::a=-y..!.., ....;.A,;,;:D...:...r...:...i 1~2:...:1:..L,--=.:19:.:.7...:..7 ______ _ 

Counsel must be present for- the caJ.l of ~ the calendar on thac date at 9:30 a.m. and 
b'e .ready for trial.; 

Superior Court Assignment Clerk 

Room 537 277·3225 

--
~~------------------~--------------------------------------~ 

SUPE.RlOR COURT "
CA.LENDAR CLERK 
Providence County COurthouse 

Providence. R.: I. 02903 

Robert C'. Atwood, Esq. 
121 So. Main St. 
Providence. RI 02903 

L-________________________ ~--------------------------------~ 

.1"""".~ 

Vl ..c: 
VlX 
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JUDGE CALLING CALENDAr,· 

... SHEA, J. W····· .. · .. ······················ .. ·· .. ··· .. ·· .. · .. _-_ .. ······ ................... _ ........... . 

CLE:RK 

--.. -.Q~~.~.~~.~.? .. ~.: ... -........ -................. -......... . 

MONDAY, MARCH 27, 1978 .............................................................................................................................. A. D. 19 

.ll.TTORNEY 

G \"ells ~(!)~ '/ 
Iv~~ let- • 

70-252 Helen M Gudavich at al 
~ 

V. ~,ral ter C Cotter 

ATtORNEY 

Remolds 

Surdut 

Lovegreen ~I2:\.tJ.sey -I}~ .. 
~7_~~-~2~5~6~3 __ ~I ______________ ~J~a~n~~i~c~e~~M .H~q~~~~e~e~t~a~}~ _______ ~G~e~o~r~gce~B~o~n~Q~· ______________________ __ 

I Cuzzona s Parks 

7!.!.-21 38 Roger Lewis et a1 
McSal:J 

,,~"' . d h' t C ,,!'OV1. a::1.C e r,.ras , ng on Tns 0 
, 

"T(''.}T .JiJHY ; D'.A.mico 
- OJ. ." - Ii--"<-~:";':;:":=':':!'----- Harocco 

_I..:... . ..;...7_-_1 .... Q~S"_'2=--_.__----------=Ep1'3 1 da. B L e ona!"j .... Old Stone B p.nk at a 1 s 

;_Anse1o~~_._.-0/~~./ '. :.!( E Hoore 

______ ~F'-'T'"_'a=n=c=i ~-.l. Q ~g.£ a!' .E?l1L-___ ,za s eoh C:<..:o",-",-s-"t-,=a:..:.n=-.!t~l~· :l:.=.o~ ____________ _ 

i l·'G3u~nC7 ... __ 
; 

:~~-26~:; ____ _ 

7~-2023 

. Horgl3ra 
! , 

Angelone 

s 

R 

T Ca!'roll 
KershaH 

DeFanti 

Har~ue r it.§. .JLAq e t..9 ____ ... __ ~O_u=_t.::..l=e...;::;t__"C<."o"__ __________ :::: 

S 'rT 0 ° l...."l=-:'3:;."y'--__ 
•• 

_1_, ==~:---'.9~8;....!7 __ ---i _________ --=-Ra~d.~ G?:11isor.. Jr Rhode Island College 

(]) C5f~~ ~1 Ker91 ... at~." __ 

~.3c---,~-=e.::.;' O=-P=..-J -i-I _____ D aCe s aI:'l.~. _ C 0 n~ ~f:'_ Go .. I.ns.._ 'fr a v e l...,e::..:r:...;s"'--.=.I=-'n:.:::s'---'C"-'o"'--_________ _ 

Cerilli Sr 

~e_l-"-'1a_r_1._· 0.._1l ___ ~~ ,...,/. J () 3 K e 1 ' "7 
4.a 

. 7!J. -2-:-S"",'=-1 9L---7i _______ .--:.:~.J:i 11 i ~m Ba.l a s , 
I.Chaika , , 

co 

pa et 

_7.:..,:' L:::.! _-:-I.=LL2=...S"---+-_________ -'C"'_I'.:::,9.=-r..=o-=l=--ouc cJ __ _ 

_7.!-, '-=!, '-_-=2;..;:O;....'3<...5<----:I_--_A_l_F_a_c_t_o_r ____ R:..::-=.o=naJ.d B.~l'~L._O __ 

I J r·!cGair 
j. 

_7.:...:. L=.' _-=2c.:::8-=6:...J7~-+-______ __"F_=_!' an c e 3 C 0 . .B.~).11 ~ c ci et 

Kennedy 

d/b/a 

.s ... 
-S' .. 

al 
.s 
~ 

a1 
-...f' 
... 

Buckley eL-Scott Co 

~ 
The Miriam Hospital et 

VI 

Cr...arles W Cla.!'K 
R 
r 

Elliot 3uick Inc et a 1 

r 
st Basil's Church Co!'[ --. - _.-. ,_ .. - -.---

I Caoineri 8 r 
u 

.jJCJ: 
c'<:l' 
C!J 
E.jJ 
c·,.... 
c:..o 

.,.- .r-
Vl .c 
tJ"'!i x 
cCW 
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February, 1978 

From: Assirnment Office 

Providence-Bristol 

:ases pending for trial at 
Jeginning of month 

:ases added during month 

~ases disposed prior to calen-
lar call: 

MO~7HLY REPORT OF 
CIVIL CA~t.: MUVt:Mt:i:'lT 

prov - Bn.s tal 
Jurv Non Jurv 

6589 "70"'" 
[ ~:; 

135 \ 20 

Settled before 30-day notice 15 
Settled after 30-day notice 1 0 
Settled after 7-dav notice 1 3 2 

~ases disposed on or after 
alendar call: 
Settled at calendar call 11 
Default 

Settled at pre-trial 5 J 
Dismissed at pre-trial 9 1 

Settled during trial 1 
Jury verdict 6 

1 4 Judicial dec ision 

:otal cases disposed 71 I 10 

;ases pending for I I 
trial at 

!nd of month 6653 805 

I 

I 
I 

I 

NOTE: This !"eporting period consisted of 10 days during whic 
we had 5 Judges engaged on the Daily Trial Calendar 
and 1 Judge engaged on the Pormal & Special Cause Cale 
which makes 60 "Judge Days" for Februa.ry 1, 1978 
t~oug~ February 28; 1973. 

. ' .. 

TOTAL --

738l..!.. 

155 

" 

15 
10 
-15 

L!'l 
..-i 

I 

-< 
41 ...... 

8 
10 

~ 
I 

6 ... ;, 

3: 

7458 

I 
-+J< I 

I s::: I.n 1 <!J 
E+J j =.r- i Cl..o , 
.~.r- ! Vl.c: 
VlX I 

C::X::L:.J 1 

I 
I 



" , 

February, 1970 

F:::.:'l t\L & SPECIAL CAUSE HAT'rZRS 

5 1. Pl'fJllr'1illal'Y Injunctions -------------------------------------------------------------------
2. PoUt-ion for Assessment of lJa.mases-Uneolltostoc 

Proof of Claim 10 J. ------------------------------------------------------------------------------

s. J..tf,0ncy Appeals (including Zoning Appeal.s) (mtJsl. such decisions are rendered after 
memoranda are filed and a tI'anS(;L~i.!1t is examined). 

--_.-. ---------------------------

2 

1\ 

'l'it.lu P"ccf::edings .!G Other' Uncontastu(l Di!Jpositions 6 -----------------------------------
2 ----------------------- ,_ .. - - -

5 

:-,C, t: e':' ': c 1'3 iLi P Pr'oc Ge di nE:s ------------------------------------------------------ 11 

J l). :·~o tions to Disso 1 va 0 r Au thori ze At t 9..C r.ment. ( i ncl. ucti ng Body Executions) 
___ :L 

1.1. PCjtitions 1'01' Mandamus -----------------------------------------------------------
12. Contolnpt Procoedings _______________________________________________________________________ 2 __ 

13. Pro cee dings to Vae 0. te De fa ul t Jud beme n t __________________________________ -'4'-.-

14. Partition Proceedings 
__ !L2lL. 

Assiqnment 
Exhibit 6A 

.. /1;. ___ • ___ It .. ~.·_, ........ _,-... .... ____ , I' 

2 

2 

3 

I' 
I I. A- 16 61 



• 

Assi!]nment of case to judge, 6 
Ca 1 endars 

con ti nuous, 1 
da i1}, tri ill, 5 
day certain, 5 
distribution of, 5 
forlllal & special cause, 8 
notations on, 6 
priority cases, 1 

Ca lendilr' call, 6 
Civil calendar card. 

Exhibit I, 11 
Continuances, 4. 7 
Continuous calendar. 1 
Daily trial calendar, 5 

Exhlldt 4. 14 
Day certain calendar. 5 
Disposition, entering of, 7 
Formal & special cause, a 

Exhibi t 6, 16 
Index card, 3. 4, 7 
Inquiries, responsQ to, 3 
Notice, 2-4 

7-day, 3-4, ~xhiblt 3, 13 
30-day, 2-3, Exhibit 2, 12 

Set.tled cases, 4 

INDEX 

A. CIVIL ASSIGNMENT 

Statistical reportinA, 0-10 
annual report, 10 
formal 8. special cause, fl, ExhibJ t 6. 16 
judge days, computation of, 9 
monthly t'eport. 0-9, Exhibit 5, 15 
quarterly report, 10 

, submission of report, 10 
Trial, notice of, 3-4 

Exhibi t 3, 13 

I' 
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Civil Assignment 
Nel'/port and Washington 

Introduction/Procedure 

In Newport and Washington Counties, the assignment of civil cases 

is accomplished through the joint effort of all office personnel 

rather than by an assignment office. 

The county of Hashington maintains continuous jury and non-jury 

calendars in much the same manner as Providence/Bristol. lIowever, 

specific trial dates and the number of cases to be heard are set by 

the clerk toge ther with the tri a 1 judge for the ses sian. The judge 

determines whether matters will be snlected for either the JUI'y or 

the Miscellaneous (all non-jury matters) Calendar. Generally 5 aI' 

6 cases are assigned to each day in the sessionj these cases are 

selected from those next in line on the appropriate continuolls ca.l~ 

endar. As attorney responses are received, notices to additional 

counsel are mailed until the trial calendar has been filled with a 

sufficient number of cases ready to proceed to trial. The trial 

calendar is then typed, distributed to attorneys, and posted in the 

clerk's office. Once the first case on Ule calendar has been reached, 

II. B-1 

" 

all other cases are placed on stand-by; attorneys are noti fled by tele

phone 0 f when the case will be reached. 

In Newport County a fIlore informal means of assigning cases is used 

since the volume of business is smaller. Attol'neys notify the clerk's 

office by motion or stipulation that they ~lish a case to be assjgned to 

either the lIIi sce 11 aneous or jury calendars. The judge ass i gned to the 

court session will select what calendar is to be heard on specific dates. 

Once a de fi nite da te has been chosen, the cl erk wi 11 inform the at tc."rneys 

of record by telephone of the date the case will be called. The 14iscel-

1 aneous or Jury Tri a 1 Ca 1 enda r wi 11 then be prepa red, dis tri buted and 

pos ted by the cl erk. Sampl e forms for noti ce and the jury and mi sce 1- . 

laneous trial calendars appear at the end of this section. 

Statute/Rule: See R.P. 2.7 (calendars) 

h.p. 2.8 (assignment) 

See also Providence/Bristol. Civil Assignment, "Statistical Reporting." 

5/7B 



~~ 
~~:7~ 

• 11j[Jr~:'\TE Of "HOD,- IStAND AND PROVIDENCE PLANTATIONS 

~~ SUPERiOR COURT NEWPORT COUNTY 
"'OP Newport, Rhode Island 02840 

THIS NOTICE IS SENT TO 
ATIORNEYS IF HRInEN 
NOTICE IS GIVEN (some of 
the county Judoes orefer: 
tel eDhone~ not; ce).' 

~ USE THE TRIAL DESIGNATION EITHER 
MISCELL.ZLT\TEOUS OR J~RIAL CALENDAR OFFICE OF THE CLERK (401) 846-5556 

• 

YOU ARE HEREBY NOTIFIED that JUSTICE ARTHUR A. CARRELLAS" or the 
Newport County Superior Court has this date assigned the Misc. or Jury 
trial cases listed below ror trial during the period to commence 

oates throllg.'" and requests that you 
alert your clienta ~~d witnesses so as to be prepared to go for~ard 
on the date indicated. 

ASSIGNED FOR TUESDAY, MAY 9 L 1978 

76-89 EDW'FI.RD V. GODDARD " VS BROWN UNIVERSITY & .i:\NN BORGES " 

3-1 846-0120 Joseph R. Palumbo 421-3102 Bernard F. McSally 
272-8800 John F. Dolan 

76-283 BURGESS & LEITH VS JA~OB GORDON 
3-2 624-6616 Thomas T. Bz;aoy 847-0872 Joseph Houlihan . 

.: ) 

~ 

-
(The 3-1 under the case no. and 3-2 under the second case number denote the paae 
and l",here on that parti cul ar page the case is [see Jury tri a 1 calendar].) , 

?SSIGNED FOR rt7E.D~SDAY, Mav 10, 1978 

.I 

'I 

oI-lc::l 
::M 
OJ 
EoI-l 
::',... 
Cl..:l ...... ,... 
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1 
76-89 EDWARD V. GODDARD 

846-0120 Joseph R~ Palumbo 
VS BROWN UNIVERSITY & ANN BORGES 

421-3102 Bernard F. McSally 
272-8800 . John F. Dolan 

a on are : e .I.r a 
1st Cont1nu-an--c-o-;--- Reason --------
2nd Con tlnUll.."1.CO :- • ..- Roason-----
Pr1or1 ty Grantod:-" For l'rtal on: '~~ 
DISPOSITION: -----JURY V~;RDICT ------JU-DG-'~-U::-.. (-n-, ---, 

DECISION ___ "......... ___ STIPULTAIOII _______ _ 

+ 

~ 76-283 BURGESS & LEITH 1 624-6616 Thomas T. Brady 

-
vs 

if 
JACOB GORDON . 

847-0872 Joseph Houlihan 

L 

n are ! 2/ ?re-.l: ria : Ho 10 Tria.l 
Continu-o.n~c-e-:-- By --.- R~o.s-o-n-- -----------

2nd Continuanco:--- By-----------~'- R~ason 
Prior1ty Granted:-- Por T~ral on: ---

----------------------------DISPOSITION: JURY VE..qj)ICT JUDG!·i1:.11T --------_. ---- ------DECIS IOn ___ .....-__ ~~.'fIPUu..TION ______ _ 

76-229 SUS~~ BROWN VS 
847-0171 Richard D'Addario 

¥ 

f 
SAMUEL BROADHURSTS & PAUL ROBERTSON 
dro/a Island Mower & Cycle Service 

521-7000 Bruce G. Tucker 

a. ondare : ~. ~ Held TrIa.l 
1at Continuance: F Reas-o-n--- ------------------
2nd ContL~uanco:---- ~ Reason--------------~~======~ 
Priorit.y Grs.n.tea: _______ For Trial on: _______ -t 

D1SPOS1TI01l' _______ JURY VE.1=LPICT ______ JUDG;.1 

DECISION STIPULATION 

76-113 PAUL VALENTE 
274-0700 Lovett & Linder 

Roau1 Lovett 

~---
,Clr6-' 

VS 

anco: By 
2nd Co nuance:--- B ~~----------
Priority Granted:~.~------____ _ 
DISPOSITION ./. 

---~----------------DECISION 
: : 

I .) Ld5C H:s1, :' 

- S TIPULA T1 ON ft.-73r--Z"-; -q-
________ ,, ____ . __ -_____________ .-A .... __ . __ . 



Mlso. T.rial Calendar :Pat}e 

• Case No. Name· vs • No. Name 
Tel. No. - Atty I S Name Tel. No. Atty' s Name co 

,ll,ddress - if necessary Address (etc. ) 
,..... -... 
Lt") 

Calendared: Pre-Trial: Held Trial: 
._. 

1 st Continuance: By Reason: 
2nd Continuance: By Reason: 
Priority Granted: For Trial on 
DISPOSITION: ,llTD:P·.f"P.1.I'" • 

DECISION STIPULATION: 
" • 

r = - -r 
0::-

J 
Q 

i 

~ 

I 

I 
i , 

-·1 

Ca.!.end.arec1 !_ ...... ___ Pre -'.J:ri al ~ ___ h.e .!.u___ 'l'ri a.!. ! ________ _ 

1 st Continuance: By Reason: 
2nd Continuance: By Reason:'-"---~-----------------~ 
Priority Granted: __________ For Trial on 
DISPOSITION: JUDGr~~T-:----------------------------

DECISION : _____ .STIPULA TIOl{ : _______ _ 

Ca~end.ared.: Pre-Tria.!.: He.Ld. ·J.:rial: 
1 st Continuance: BY Reason: \ 

2nd Continuance: By Reason: 
Priority Granted: Por Trial on ~-

DISPOSITION: JUD(tHENT: r-
DECISION: STIPUUTION; 

I i-
III< ~ 

.1-

~ c::) 
CM 
C].J 

=~ c·,... 
0' • ..0 
,,.....~ 

<.n':= 
<.nx 

" • 
r' Calendared: Pre-Trial: Held Trial: <w 
r-

1:st Continuance: By R'Jason 
roo! 2nd Continuance: By Reason 
roo' Priority Grante~ For Trial on I 
roo: 

DISPOSITION: JUDGMENT: I 
I 

DECISION: STIPULATION: ! 

--~-------.- --._-- - .-



Criminal Scheduling 
Newport and Washington 

--------------------~ --

Introduction/Procedure 

In Washington and Newport Counties, the Attorney General. in conference 

with the judge, prepares the calendar, notifies counsel, and submits a copy 

of the prepared calendar to the court. The clerk's 6ffics has little to do 

with scheduling of criminal matters. 

11.13-5 

/' 
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Courtroom Procedure 

Introduction 

The courtroom clerk has the very important task of recording court 

action on cases which come before the court. Clerk-typists are precluded 

frolll the performance of any in-court duties except to offer assistance to 

the clerk or designate. A1m'tness, efficiency and organization are re-

qu i sites fill' a good cour troom clerk. 

r,Iany duties of the cow'troom clerk occur prior to the court session, 

~Ihen calendars are drawn and updated, inquiries from parties are received, 

case files are pulled and requests of the judge are fulfilled. It is Impor

tant that everything' be in order before the court officer calls the judge 

tu the bench. 

Judves appreciate a courtroom clerk who does not need prompting. Since 

jlldges may differ somewhat in procedures, it is illiportant to observe closely 

how individual judges 1 ike things done. General in-cou'l't duties include: 

calling the calendar, announcing cases, transmitting case files and docu~ 

ments to the judge, swearing in witnesses, taking charge of exhibits, admin

istering various oaths, lIIar'king papers filed in courti performing variolls 

jury-related tasks, issuing fonns at the direction of the court. 

fiLii 

The most important in-court task, however, is to keep an accurate 

record of what happens in court. Detailed notes al'e made in what is 

called the court log (also referred to as the record, or journal). This 

log is a concise history of court action in the case and is used for 

reference when ques t ions ari se. The cour troolll cl erk is res pons i b 1 e for 

determining the official docket entries; alel'tness during the court 

session is necessal'y to ensure accuracy of the entry,'p;ll"tlcularly on a 

fast-moving calendar, as in arraignments or IQotions. Some courtroom 

clerks find lhat making notations 011 the calendar is helpful; a copy of 

the calendar can then be left at the counler for referral when parties 

ask about progress on a case. legible hand~ll'i ting is a'lIIust, since 

docket entries are made later by the clerk-typists in the records 

section. 

Responsibilities of the courtroom clerk continue followi·;,g the 

court session: case files must be returned to the r'ecords section for 

entries to he lIIade; exhibits must be secured; interest and costs must 

be computed on civil judgments; judgments must be eutm'ed; and prepar

ations for the lIext court session must be made. 

!i/l!! 



LIST OF E)'HIBITS 

C; vi 1 

1 Formal/Special Cause Statistical Report 

2 Motion for New Trial .. 

3 Verdict by Foreman ... 

... .. .. ... 

4 Sample Civil Docket Entries . . .. . ... ... ... ... 

5 Judgment .. 

6 Judgment on Decision. 

7 Judgment on Verdict .. 

8 Case Disposition Report. 
• • • ... ... ... G • .. .. • • 

Criminal 

9 Ba"j 1 and Recognizance Condition~. . . . . 
10 Affidavit and Attorney's Certificate. . 
11 Certificate of Judge. . . . . . . . . . . 
12" Sample Docket Entries . . . . . . . . 
13 Remand. . 
14 Mittimus. 

IILi;; 

I' II 

50 

51 

52 

53 

54 

55 

56 

57 

58 

59 

60 

61 

63 

64 

' , 

5/78 



Courtroom Procedure 
Civil/Criminal 

DESCRIPTION 

Exhihits 

Labeling of Exhibits 

SlordlJl! of Exhil.li ts 

FORM NO. 
STATUTE 

on 
RULE 

P'ROCEDURE 

rhe courtroolll c1et'k hils the I'esponsil.lil Hy for sa Fe
keepirlg of till exhiliits. SincI! exldliits milY be 
handled in cuurl by various pet'sons. make certain 
lhilt till exhibits are returned to you ilt the con
clusion of the session. Pi'opel' labeling and stordae; 
procedures are essential. 

There are LI'/n types of exhibi ts: 
)) A "full" exhibit. one which the court has 

allowed to becoille part of the record and lIIay he 
used as evidence and 

2) "For identi ficaUon" exhibi ts. which are not 
allo~lC!d as evidence and which lIIay not go to the 
jury. -

Plainti ffs (Pl tf,) Exhibi ts are labeled ~l nUlllber:.. 

Defendants (Deft,) Exhi'bits ar~ labeled Qy Jetter. 
Each exhibit should he labeled with the fOliowing 
I nfoY'lJla t ion: 

ca~p' 1IlIIIIl.ler , 
~xll1bit number 01' letter; full or ldent. 
lf there are multiple pltfsldefts), enter 

individual's nallie 
date 
nallie of courb'oolli clerk 

If an exhibit is later chanaed frolll "identifica
tion" to "full" status, cross out "Ideflt. n

• enter' 
"full" and date of cli,ln!le. 

rxhlbas should Ill! stoi'ed in ,I lIIarlila t!lIve1(lpo 
III,wkod as follows: 

Cil S I! 1IIIIIIIwr (i'l Illi l-hilfld C(H'flel') 
fhlllll! of e,151! 

( I I. 1 

,. " 

CASE REFERENCE NO. ________ _ 

COMMENTS 

In criminal cases State should be substituted for 
P1ajnt~ff. 

A separate exhibit label lIIay be preferable so that 
marks are not put on original papers, A string taq 
lIIay be used for hu1 kv i tellls. 

Sturagl! in a sl!(lolrate.ellve1ope is prefl!rahle to 
s t.oraae in the case fil I! -- thell (llll! s til/lltard Jlro
cl!durl! can apply lo all cases, 
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Courtroom Procedure 
Civil/Criminal 

DESCRIPTION 

S tara ~Je, can t'd. 

En try ~o Court Log 
(Record Book) 

Wi thdrawa I of ExhilJi ts 

Exhibi ts to Jurors 

FOAM NO. I STATUTE 
011 

RULE 
PROCEDURE 

1 ist of exhibits 
Plaintiff Defendant 
1, 2, 3, etc. A, n, C, etc. 

"Full" or "/dent." for each 
name of clerk 
nallle of Judge 
date of conclusion of case 

Exhibits should be in the courtroom during trial 
but should be placed in a secure vault when not 
in use. 

The courtroom clerk /l/U5t enter all exltibi ts to 
the court record book for each case heard. The 10-
catton of the storage area should be indicated. 

PHf. Exhibits Deft. Exhibi ts 
11 full (idenl). descript A full (ident), descript 
U2 n 
//3 C 

Withdrawal of exhibits is to be only by leave of 
courti i. e., a judge I s order is requ i red to 
withdraw an exhibit or to insert a copy of an 
oriyinal as an exhibit. 

Only full exhibi ts are to be shown to jurors dur
iug deTi"beriltion or' tr·ial. 

111.2 

" 

CASE REFERENCE NO. _________ _ 

. COMMENTS 

Large exhibits, such as stolen p'roperty, are 
tagged and stored. in a secure room. 

See "Court Record Book" 

fhe description need only be a feo.'1 words to dis
tinguish one exhibit from another. 

In open court, attorneys may agree on the record 
to wi I.hdraw all exhib·j t. 
Once the period for filing an appeal has passed, . 
a notice may be sent to attm'neys illforlTlin~ that 
if exhibl ts are not picked lIJl wi thin 30 days I 

the court \'1111 dispose of them. Ne~lpol·t fnllows 
this practice under RCP 43(I)i lhe notice is 
signed by the judge. 

5/78 



Courtroom Procedure 
Civil/Criminal 

DESCRIPTION 

S!"q~!:f!l.9. ,!!I .. il. WJ!1~.~~. 

.. ' 

"I~lo < _ •• > 

FORM NO. 
STATUTE 

OR 

RULE 

a. 

h. 

I 
c. 

PROCEDURE 

lis lhe wi trll~ss is caned to the slawl, say 
"PJ.[IISE HIll SE YOtll! 1(1(;1( r IIIINn" alill adlll1 II 1 s tl!r 
the .lppl'opr I ,\ te Oil tit (or <l f f I rlllil t i Otl) . 

,ltwy Ma Her 
IIYoU"OO-SOrEMNLY SI4£AR THIIT TIlE TESTIMONY ~IIIIClI 
YOU SHALL GIVE TO TIlE COUIlT AND JURY S~JORN IN 
TIlE CASE N0I4 ON TRIAL SIIALL DE TIlE THUTlI, TIlE 
HI/OLE fRUTII, AND NOTIIING [lUT THE mUTI( SO lIELP 
YOU GOD." 
fuJI!. -J II r ,y.J1.i!.tte r 
"YOU DO, SOLENNlY S\·/EI\R TIIJ\T TIlE TESTIMONY HIIICII 
YOU SJlI\I.L GIVE TO TIlE COtlHT IN TIlE NIITTER NOll 
IN ItE/\RING SltlllL DE TIlE mUTU, TIlE HlIOLE THUm, 
AND NOTIII NG (JUT TilE TIIUTil SO IIElP YOU GOO." 

If a l~itne5s states that he will affil'III, acilllin-
ister the fo11owin!]: 
Affirmation of a Hitnc5s - Jury-Matter 
'rvDilt50s011M'NlvjifF IRMTllATTllCfESTTHONY 
~lltlCtf YOU SHALL GIVE TO TilE COURT AND JURY 
S~JOIlN IN TilE CIISE NOH ON TRIAL (IN-rITtr1ATTER 
NOH it{ HEMUNG] SHALL DE TIlE TRUTIr;TlTE WIDI.E 
'rRITrllAND NOfHlNG BlIT TIlE mUTif. TillS AFfIRMA-
nON YOll HAK[ liN/) GIVE UPON TIlE PEllll OF TilE 
PENALTY OF PERJURY." 

"Please state your fun 1111111e alld spell your 
last name." 

"1.3 

f' I' 

CASE REFERENCE NO. ________ _ 

COMMENTS 

If there is a lonn break in testimony or if a 
witness has been excused and is recalled, It is 
a !load prac t ice to rem; nd the H Hiles s tha t he 
is still under oath. 

An affirmation oath is used when the \~i tnes 5 

states non-belief ill God. 

; 

The s~bstltution for a non-jury mil tter is given 
in brackets. 

[specially in criminal cases, it is a good prac-
tice to have the witnesses state their nallles 
under oath. Spell inn of the last /lilllle is twln-
ful (and often necessary) to the COllI't 
~teno!lraphcr. 

~/7fI 



Courtroolll Procedure 
Civil/Criminal 

DESCRIPTION 

.lli@.lUYi!1.U..Jl1Q.J'n!.L Jury 
Jury COllullissioner Excuseds 

Opening of Court 

Iloll of Jurors 

FORM NO. 
STATUTE 

OR 

RULE 
PROCEDURE 

PI'ior to opening of court, the Jury COlI'dilissioner 
gl'eets the jury panels and excuses those who have 
rea son no t to sit on the jury for the two-~Ieek 
period. As persons arc excused, make cel'tain that 
iI red 1 i na is drawn through the names of pet'sons 
uxcused; a duplicate list needs to be kept for the 
judge. 

Transmit updated list of jurors to judge. 

a. At the judge's direction, call lhe roll of 
jurors; start: 
"ladies and gentlemen of the jury, answer 'here' 
to your name as it is called. Rise and remain 
standing. ~lr. (Officer). you will count the 
jurors. " 

h. Call jurors all list, allllouncing name of city 
(town) and full nallle as it appears on list. 

c. If .juror ahsent, entel' date of absence 
beside name. 

!I. At end of call, say: 
"I s there anyone who has been Slillvnoned for jU\'y 
duty. l1hOse naflle I did not call?" 

I I I. 4 

" I' 

CASE REFERENCE NO. ________ _ 

COMMENTS 

The clerk in charge of jury matters infol'l11S the 
Jury COllnlissioner of the numbel' of;urors needed 
and 11hen. IW;LA 9- 10-1. 
A list of jurors qualified for service is pre
pared by the Jury Commissioner and !liven to the 
Court. 

Several copies of the updated list should be 
ava il ab 1 e. 

Thr, Judge and the Jury ConVlli s s i oner ~Ii 11 take 
care of any res!lonses to tili 5 C(uery. 
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Courtroolll Procedure 
Civil/Criminal 

DESCRIPTION 

Qualifying Jurors 

S~lea I'i ng i II the Jury 

Sub-Panels 

FORM NO. 
STATUTE 

OR 
RULE 

RIGLA 
9-10-12.1. 

12.2 

PROCEDURE 

!lefore Judge conducts tile inquiry for qualifying 
lhe jurors. administer the following oath: 
"Ladies and Gentlemen of the Jury. please raise 
your right hancL 

"YOU DO SEVERALLY ANll SOLEMNLY (SWEAR) TIIAT YOU 
IHLL TRUE ANSI1m ~lAKE TO SUCII QUESTIONS TIlAT SIIALL 
BE ASKED OF YOU IlY TIlE COURT. [SO IIELP YOU GOD. J" 

"Please be seated." 

"I-lill the jw'y please rise. Please raise your 
d gilt hand and face the court. 

"YOU DO SEVERALLY AND SOLEMNLY (SHEAH) TIIAT IN 
IILL CASES !lEHJEEN PARTY AND PAlnY TIIAT WILL IlE CO~l-
4[TTED TO YOUR CARE. YOU HILL RETURN A TRUE VERDICT 
rlIEREIN. ACCORDING TO TIlE EVIDENCE AND TilE LAI~ AS 

,",I VEN YOU IlY TillS COURT. [SO IIELP YOU GOO.) 
"P1Gase be seated." 

In larger counties (Providence, Kent). the judge 
lnllounces nlllilber of sub-panels and number of jurors 
in each. 
\, Place slips of all qualified jurors in barrel, 

anti spin the barrel. 

J. Say: "Ladies and Gentlelllell of the Jury. as your 
name is called. please rise and answer 'here.' 
Mr. Officer, you will count the jurors." 

, 1".5 

,. 

CASE REFERENCE NO. ___ - _____ _ 

COMMENTS 

Substitute bracketed words below for affirmation 
oath. 

[AFFIRM) 

(TIllS AFFIRMATION YOU MAKE AND GIVE UPON TIlE 
PERIL OF PERJURY.) 

See above (. .) for affirmation oath. 

These slips are prepared in advance by clerk's 
staff upon receipt of Ule jurors list. 
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Cour troolU Pr'oc(;!dure 
Civil/Criminal 

DESCRIPTION 

Sub-Panels, cant/d. 

-.' 

fORM 
STATUTE 

NO. Oil 
RULE 

c. 

d. 

e. 

• 

CASE REfERENCE NO. ______ _ 

PROCEDURE COMMENTS 

Draw juror cards from barrel one at a time until 
nUlflher in sub-panel is reached. 

,~lIn(Junce: Frolll ci ty (tOWII) and full liillllU as 
on ,,),-11. 

Ollce notation has been made on back of card as 
to Sub-(lMlel, transllli t juror cards to court 
officer. 

I~alt until the jury panel leaves befqre startin! 
next pallel, then: continue in Silllle manner until 
all sub-panels have been called and no qualifie( 
Jurors rellla in. 

" 

II I. 6 
5!1H 

I' 



Courtroom Procedure 
Civil/Criminal 

CASE REFERENCE NO. ________ _ 

---------------------r--~----r_----~~--------------------------------_r---------------------------------STATUTE 
DESCRIPTION FORM NO. all 

RULE 
PROCEDURE 

One respons ibility of the courtroolll clerks is to 
keep a recOl'd of each day's proceedi ngs i n tll~ 
court in a book lIIaintained for this specific pur~ 
pose. Til is book is refel'red to as a COURT RECORD 
[JOOK or LOG BOOK and the following information is 
entered: 

a. Date of proceeding (day, lIIonth, date and year) 

h. Time started. 

c. Judge's name. 

d. Stenographer" s name. 

e. Case fIluliher 

f. Case fla//le 

g. Attor:ney Cienerid or Public Oefender. if 
apnllcallle. 

h. Jurors. 

i. Hi tnl"sses in order called. noting whether 
~'itnessls for prosecution or defense. 

j. List the exhIbits for each side. with des~ 
criptive title . . 

k. Record each motion and WilD made the llIotiol/. 

I. lIecord outcoma of Illation (gl'anted a'· denied). 
I I I. 7 

" 

COMMENTS 

Keeping this "diary" seems to be a traditioll 
ra liter than a requi relllen t. folos t courtroom clerks 
agree. however, that it has of tell proven useful 
for re ference. 

In general the log should be a reference to only 
those things not entered on the docketi it is 
unneces sary dup 11 ca ti on to do 0 then1i se. 

See "Exhlblts" 
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Courtroolll Procedure 
Civil/Criminal 

DESCRIPTION 

Court Record Gook, cont'd. 

, . 

FORM NO. 

, 

STATUTE 
OR 

RULE 

III. 

II. 

o. 

p. 

'I. 

r. 

s. 

l 
I 

e 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 

Record hearings orders and documents issued: 
1) Ilea son for heari ng, 
2) l1ilncsscs, 
3) Exhibits. 

Record tillle Sta te res ts its case. Steps "n" and "0" are optional; it is only main-
tained for the convenience of the attorneys. 

Record tillle defense rests. 

Note any rebuttals: . 
1) Wi tnesses, 
2) Exhibits. 

. Keep record of arguments: 
1) Tillie argument star·ted, 
2) TilllrJ argullient ended. 

Keep tillie record of jur'y retirement and tillie. 
record of re turns for verdi ct. 

Note disposition of case. ; 

; 

II 1.11 
5/70 
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Courtroom Procedure 
Civil 

DESCRIPTION 

Daily..!;.ivi.l Trial Calendal 

FORM NO. 
STATUTE 

OR 

RULE 

RP 2.2 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 

The daily trial ca'lendar is the first calendar The civil assignment clerk prepares tile daily 
called at the beginning of court each day to dete~ trial calendal' list. In Providence and Kent, the 
mine how the at tor'neys intend to proceed with the ca 1 endar is ca 11 ed by the cour trO(lUl clerk respon
case that day. The judge, clerk and stenographer sible a'iso for the Formal/Special Cause- Calendar'. 
should each have a copy of the calendar. In the smaller counties, the call of the '·liscel

a. Call cases in order, announcing: 
Case number, ____ v. ___ _ 

b. Note response of attorney on calendar, as 
sped fied by judge. 
E.g. Ready (R) 

Heady-llearing (H/II) 
Heady-Subject (H/S) 
(e.g. to notice of witnesses) 

Heady-Con ference (H/C) 

The jud!Je vlill then confer with the assignment 
office to detellnine availabil ity of judges and 
announce the courtrooms in wldch the I;.~ses are 
to be heard (tried). Cases marked "heilrinq" are 
announced after the call has heen completed. 

c, Retain the calendar call sheet for r{!ference. 

d. For cases of default under Hule 2.2, make entry 
In case file. 

1'1 I. 9 

'1 

laneous and Jury Calendar is he'ld at times 
sped fied by the Judge. 

Because time is llmi ted, a shorthand system 
should be used, 
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Courtroom Procedure 
Ci vi 1 

CASE REFERENCE NO. 

----------------------~---,----,---~~~,---------~,--------------------------r_----,------------------------------STATUTE 
DESCRIPTION FORM NO. PROCEDURE COMMENTS OR 

RULE 
----------------------~---4------4_~~~---+_-----------------------------------------;_~,.,-----------------______________ _ 

Pre-Calendar Call 
. ,' 

~Jei sberger 
/,lelllo 11 /9/72 
IlP 2.4 

Matters ~/hich require testiliiony alld/or evidence 
and wh i eh IIIU s l hecome pa r t 0 f till! COIJ r t record aI'e 
placed on lhe formal/spedal cause calendar. 

11atters are first plilced on this calendar by re
quest of lhe attorney on the omnihus assignment 
form. The courtroom clerk sheu 1 d coord ina te 
closely wi th the pel'son who prepares the cillendar 
to equalize the daily load as milch ilS possible. 
A telephone call to an attor'ney I"i'" be necessary 
to change a requested date. 

il. Pull case files for all cases on calendar, in 
same order as on list . 

b. Nilke certaill that lhree copies of calendar 
(courtroom clerk's, judge's, steno's) are up
dated with information as to continuances, 
"pass," etc., received after t.he final calcndal 
has heen typed. 
N.Il.; The cOllrtroom clerk lIIil~1 accept a concin· 
IIdnCe or 11 pilSS 1'1'0111 iln i1ttOl'III!Y ilS lUlig ilS i l 
is by iI!jI'!!Clllelll 0 f !)QJ1~ I'M' ti :,~ . 
" Mark 0:1 c~lelj(lilr "continued to (~!!!.t~J" or 

IhlSSI!II.' "or passed Ci\$t)S !11!l IlI!\~ dille fl'ulII 
ilttorney; reillillli attorney thaI. Jlew o/Illlihus 
iISsl!lllIlIImt. funn ~h()ulcl ht! l'ilt!tI. 

c. lr"Jlsllli t updated cillelldilr Mid ilJlY special ill
forlllil Lion III .Iud!)!!·I) 1.10 

" " 

In Providence, fonllal/special cause lIIatters 
are ileard dally. In Hasilin!lton and Newport, 
these lIIatters are included on the Niscellilneous 
Calendilr. A list of these lIIattel'S is found on 
the statistical reporting forlll. 

For the calendar preparation proceclure. refer 
to the Office Procedure liilndbook. 

In Providence, the calendar call is 1 illlited to 
one page per day '(allproxilllatel,Y 25 cases) \~hen 
at all possible. 

The grantlnQ of continuances ,by the clerk occurs 
only on the' forlllill/sp(lcial cause ilnd lIlotion 
calendars. A continuance cannot he fJrilnted in 
lhis lIIilnner when lhe '':il51) hilS heen set for 
trial. 
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Cour troom Procedure 
Ci vi] 

DESCRIPTION 

Ca 11 i n!1 the Calendar 

Schedulinn by Appoint
lIIent 

FORM NO. 
STATUTE 

on 
RULE 

PROCEDURE 

a. After openillg of court and at direction of 
judge, call the calendar ill order by announc
ing name of case. 
Cases which appear on the calendar but were 
continued or' passed prior to court should be 
called, with continued or passed 1I0tation. 

U. Note on calendar the response of the attorney. 

CASE REFERENCE NO. ________ _ 

COMMENTS 

Ilespolises i nel ude: 
Ileady forlllal (no testimony involved) (Il/F) Because tillle is I imi ted, a shorthand system 
Ileady (nature of matter, e.g., oral proof of should be used. 

cIa im) (Il) 
Ileady subject (e.g., witnesses need to be 

notified) (illS) 
Heady conference (i .e., request for hearing 

in chililibers) (Il/C) 

c. At same tillie, organize case files by cate
gories above. 

A short I'ecess may take place at this time to en
able scheduling of conference cases and to give 
an appointed tillle for cprtain cases t'equil'ing 
appearance of witnesses. 

The courtroom clerk should work closely with the 
judge ill scheduling appointments. A desk cal en
dill' is essential in the COllrtronlll so that cases 
lIIay be entered illJllediately. 

i 111.11 

I' 

The.scheduling of appointments for eel'tain 
fOrllla1 matters is a prJctice which works 
well in Pl'ovidence. 

In Providence appointments are scheduled 
for 11 A.H. ilnd 2 P .H. as the cOllrt n!Ienda 
per'm; ts , 
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Cour trooO! Procedure 
Ci vil 

DESCRIPTION 

Ilea 1'1 nils 

In-Court Duties 

, 

FORM NO. 
STATUTE 

OR 

RULE 

Ex. 4 

Ex. S 
6.7.0 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 

When COllI't resumes. and hearings are to ~egin. 
cases which responded "Ready/Forlllal" are those 
first heard since they are lIIatters hearcllluickly; 
the" follow thOSe "Ready", "f/eady/ COllferenct!1 and 

"lleadY/SubJect" ill'e nOI'luillly ass i gned an appal nted 
tillle. 

Hand case file to judge. who ~Ii 11 announce the 
case. 

In-court duties include: 
IIdministering oaths. as to swear in witness. See "Swearing in Witness." 

Label ing of exhibi ts. See "Exllibi ts. " 

Keeping notes for log. See "Court flecord Dook." 

. Preparing docket entl'ies. See "Trial Matters." 
r 

F'j I I illg out judgment fonus. Sea "Judglllent." 
I 

111.I2 Ij/'lU 
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Courtroom Procedure 
Civi 1 

DESCRIPTION 

In-court Notations 
On Calendar 

Statistical Report 

FORM NO. 

Ex. 1 --

STATUTE 
on 

RULE 
PROCEDURE 

It is hel~ful to keep shorthand notes of court 
action on the daily calendar for two purposes: 

- for reference to updated progress on case 
by parties and public (a copy is kept at the 
counter for refel'ra l). 

- for statistics. 

Suggested notations include: 

continued to "dates at left" 
reason for hearing; action of court 

f.l to A = Motion to Attach 
~ = De fendan t 
If = Plaintiff 

OPC = Oral Proof of Claim 
O/T/E = Order to enter 
Oent = Order entered 
M for SJ = ~lotion for SUllinary Judgment 

At conclusion of COllI't session. transmit copy of 
calendar to counter pe,':sonnel. 

Enter mark by type of case on statisticai report
ing form. (This information becomes part of the 
report cOllipleted by the assi~llIliellt office at the: 
end of the reporting period.) 

Keep copy of calendar for one year. for refer
ence. 

111.13 

I' 

CASE REFERENCE NO. ________ _ 

COMMENTS 
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Courtroom Procedure 
C1 vi 1 

DESCRIPTION 

1·10 t ion Ca l.~!!!.!!.r 

Conti nuance:; 

Ready/Subject (R/S) 

PassecJ 

FORM NO. 
STATUTE 

OR 

RULE 

fiP 2.5 
fiP 2.9 

PROCEDURE 

The motion calendar is prepar·ed. typcd ilnd dis
tl'i bu ted hy the c I v 11 record s sec tj on. The 1110-
lion clerk should keep a copy of the calendar 
handy for notations of continuancr.s or passes of 
I~hich the clerk is inforilled prim' to the cow,t 
session. 

The clerk from B:30 A.M. to 9:45 tLl~. accepts 
phone calls fl'om attorneys who have a scheduling 
problelll for 'that day of the calendal'. 

A continuance can be granted by the clerk only 
when it is by agreeillent of all coullsel. 

iI. Note on calendar: "colltinued to (date;. II 

b. I f the ca 1 endar da te reques ted aprear5 to be 
heavily scheduled. suggest a lighter day. 

c. After court session. return calendar copy 
to civil records sectioll so that new entr~es 
flIay be made all 1I10tion calendar. 

If iln attorney calls prior to cOllrt. stating he 
has a cOllillitment in another court, lIlark the case 
"l'cady/subject" on the calendar. lit cillendar call 
illlnOlilice the ready/subject status for that case. 

A passed case oftcll means that coullsel have 
reached all agreement on the iII0tiOll alld iI cow,t 
d.) tc j s no longer needed. 

It lIIay IIleilll slillply that liD cOllnsel will appeal 
for ei ther side in court. 

r I /'I~ 

" 

CASE REFERENCE NO. ________ _ 

COMMENTS 

See Office Procedur'u Handhook. Civil. "Motions': 
In Providence/Bristol. Tuesday. \·Jeclnesday and 
TIlursday are Motion Days. R.r. 2.5. For the 
other counties. fiIGI.II 0-7-3 speci fies the 
I~otion Days. 

This is in contrast to the practice of no con
tinuances allOl'/ed ~Ihen set 011 the daily civil 
trial calendar. 
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Courtroom Procedw'e 
Ci vil 

DESCRIPTION FORM NO. 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 
STATUTE 

OR 

RULE 
------------------4---4---4--~~~~----~--~~--~__,_._~~--~----------------------------On passed cases, attorneys who wish to argu~ a 

Motion Calendar Call 

1II0ti{l11 in court must file an omnibus assignment 
forlii in order to be assigned a ne~1 1Il0tion calendar 
date. 
The cow'troolll clerk, the judge, the :;tenograp,her 
the sheriff and others as.sistina should all have 
a copy of the motion calendar prior to court. 

The motion calendar is called at 10 A.M. This 
a 11 ows time for the cuurt to have in camera con
ferences. 

The average calendar contains frruij 4 to 10 
pages, 22 cases per page. 

a. At the court's direction, begin the calendar 
call by announcing 

case numbe.' 
case name 

b. As a ttorney responds, enter response on calen-
dar copy, e.g., 

Ready/Formal 
Ready.'lleari ng 
Co n t . to ! dil te l 

(R/F) 
(H/II) 

c. At end of calendar call, request sheriff to 
pull case files of all those \~1th response of 
"ready, hand bri ng to courtroom. 

III. )5 

" " 

In addition to each case, the line in which the 
case nalile is on is also numbered I - 22. In 
this way a case may be referred to by page and 
1 i ne number, enab 1 i ng qui cker ,'eference thiln 
by case name. 

Some judges lIIay prefer to call the calendar 
rather than delegating this responsibil i ty to 
the clerk. 
The case number may be om:tted for long calen
dar·s. 

This is the present practice in Providel~e. 
However, smallel' courts prefel' to pull all 
case files prior Lo court. 
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Cour troolH Procedure 
Civil 

DESCRIPTION 

Recess 

I n-court no til ti ons 

J\ction of Court 

FORM NO. 
STATUTE 

OH 
RULE 

PROCEDURE 

During recess, the courtroom clerk ~hould be avail . 
able to reschedule for hearing, arrange confer
ences (i n calilera sess ions) and screen those pe.'
sons req-uestlng-a meeting with the judge, help-
.'l1g out where possible and thereby reducing burden~ 
on the judge's time. 

Ilecause of the fast-moving nature of the motion 
calendar, the courtroom clerk must be alert and 
wOl'k ahead as lIIuch as possible in order not to 
fall behind in making notations for entries to 
the docket. 

FOI' each case before the court, a separate sheet 
of pilper should be prepared, with the following 
nota tions. 

Case number 
Oa te of session 
Name 0 f Jud!)e 

Motion by (plailltlff o~~~!dan~ (name indi
vidual if 1II0re than OnE!ll1alntlff or defendant 
or if a tldrd party) to (state 1lI0tion), Granted 
(denied). Order to enter-[i.e., attorney will 
present ordm' for signature}. 

De sure to include all lIlotions broLJ!lht before 
till! court fOI' each case and any conditions a ttach
ed to granting of motion. 

I f the court reques ts tha t a memorandum or a f
f!davit lie filed hy an ilttortley, the judne lIIay a5~ 
the clerk to follo~HI(I on its receipt. 

a. Note requil'cment fOl' docket entry. 
, "I.lti 

" " 

CASE REFERENCE NO. ______ _ 

COMMENTS 



e 

Courtroom Procedure 
Civil 

DESCnlPTION 

Out of court duties 

Orders entered 

"Iotion for new trial 

FORM NO. 

Ex. 2 --

STATUTE 
on 

RULE 
PROCEDURE 

b. Maintain list in order to followup on filing 
of paper: 

case number 
document due 
cia te due 
name of a ttorney to fil e 
telepho,ne number 
other con~nents 

c. Followup by contacting attorney if document 
is ,lOt timely Filed. 

a. Read orders prepared by attorney and compare 
carefully with docket entries to ascertain 
compliance with activity in court. 

b. Inform judge if there is a discrepancy in the 
proposed order file-! by the attorney. 

CASE REFERENCE NO .• ________ _ 

COMMENTS 

Items "b" and lie I describe the present 
practice in Providence, However, IIIOSt 
judges maintain their own list; this task 
should be done only if the judge so directs. 

The court may request that research be con
ducted by law clerks prior to a ruling. 
MaiNtain a list of to whom the task is assign-, 
ed and follow up as necessill'y. 

c. If order requires signature, have u~torney se- Host motion orders do not re<luir'e a judge's 
cure judge's signature and return to clerk for signature; if unsw'e, check wi th the judge. 
signa ture and placement i II case fil e for 
docket ell try . 

Complete order' to reflect court action, enter si!l
!Iature and give to clerk-tvnist for docket entry. 

I J l. 17 

" 
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Courtroom Procedure 
Ci v i1 

DESCRIPTION 

r X ,1111 i !llIl i 011 II r 1'I'()~Jlee;
tivt! .llIr()r~ 

FOAM NO. 
STATUTE 

OR 

RULE 

RIGl.A 
9- 10-12 

fllGLA 
9-10-12 

1111,1.11 
9-HH~ . 
Hel' 47 

-; . 
.... ,:.. 

PROCEDURE 

When il jury is needed for a parUcular case, the 
She/'iff is directed to brill!) d sub-panel of 
jur'ors and lhe bill'rel containing their name slips 
lo the courtrooili. TIle Jury COIlYllissioner deter
mines ~Ihich (lilnel is to (Je sent. 

CASE REFERENCE NO. ________ _ 

COMMENTS 

II jury of six (6) is selected to sit on civil Uut see RCP 4B, juries. of less than t~lelve. 
matters. Either one or two alternates are chosen, 
in the discretion of the judge. 

, a. At opening of court. announce "Your Ilollor, 
this is .(case l!!J_~lber), ,{case !@!!!Q.L." 
"Ladies and gentlemen of tIle jury, an5~lcr here 
to your names as they are called, pass this 
~Jay before counsel ilnd take your I'espective 
scats in the Jury box." 
·"Mr. Officer, please count the jut'ars." 

b. Stand, spin (Jarrel and draw 51 ips one ilt a 
tillie, 

c. Announce full name and city (town) of resi-
dence. "From , .. _~~ ___ .1 

d. Contillue dl'awi"g nallles until required nllmhe!r 
11il~ heen reached. 

e. As nililies are drawn, place IHllI1e-~ lips 011 td/Jlc 
ill ScUIIl! sequence as SCi! ts in .iury hox. 

0111:11 tht! Jur(lr~ lid VI! /lewlI SI!iI tl!l/. UII! JlIIluu wIll 
,I~k !lelllH'ill '1ue~tion$ of thl! .iur'y ,IS 11 11hole as to 

III.W 

" 

The judge will inquire if parties are ready. 

Indicate with voice and hand directions how 
jurors arc to proceed to the jury box. 

let juror take seat in box before continuinf!. 
Allow tillie between nallles so counsel can make 
notes. 

Judges lIIay vary as to rrocedllrl! 
by wh i ch ill tel'lIiI tes iI re sc I ec led. 

5/711 



Courtroom Procedure 
Civil 

DESCRIPTION 

Peremptory Challenges 

Oa th to Jurors 

, , 

FORM NO. 
STATUTE 

OR 
RULE 

RI.GLA. 
9-10-18 

RIGLA 
9-10-19 

RIGLA. 
9-10-12 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 

whether they know any of the parties in the case 
or knoH of a reason to disqualify themselves. 

a. At the direction of the judge or attorney 
announce. reading from juror card; 
"1!lallle) (res i dence) is excused from thi s panel." 

b. Remove name-slip; draw a new name frolll barrel 
and request individual to take vacated seat 
injury box. 

Nonnall'y challenges to Jurors are then made first 
by plaintiff. then b.v defendant counselor as the 
Judne otherwise directs. Each side is allowed one 
challenge for each four jurors. Two challenges are 
allOl~ed for a 6-person .jury panel and one for each 
al ternate. 
a. Keep a tally of the nllmher of challenges 'of 

each side. 
b. Announce to judge I~hen maximum '1HllHber of Because challenges are on the record. it is un nec-

challenges has been reached. essary to retain challenge slips in the case file. 

c. Excuse and I'erlace ,jurors as in steps a and b. 
above. .. 

d. Cl i P fi na 1 juror name ca rds loge ther for futurt 
reference. Keep in desk. in sequence. 

After challenges have taken place and all jurors 
are seated, administer the oath. 

111.19 5/7f1 
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Courtroom Procedure 
Ci vi] 

DESCRIPTION 

Oath to Jurors. cont'd. 

Appointment of foreman 

Selection of Alternates 

FORM NO. 
STATUTE 

OR 

RULE 

IHGlA 
9-10-20 

RIGLA 
9-10-12 

RIGLII 
9-10-13 
RCP 47(b) 

• 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 

At direction of judge (\~hen parties 
satisfactor,Y). administer oath. 

find Jury 

"Ladies and qentlemcn of the jury. please rise 
and ra i se your ri !lh t hands." 
"YOU DO SEVERALty. SOI.E/4NL·Y /SHEAIlj1IfAT IN TilE For affirmation su/>stitute for bracketed 
CASE (OR CASES) NOVI ABOUT TO BE co~m HEn TO 110rds: 
VOUR CARE VOU ~IILL IlETUIlN A TRUE VEHOICT TIIEREIN (AfflHM) 
ACCORDING TO lAH ArlO T!f~ EVIDENCE GIVEN YOU (SO (TIllS AFFIIlMATION YOU MIlKE AND GIVE UPON PERIL 
IIElP YOU GOD. J" OF TilE PENALTY OF PERJURY.) 

"Please be seated." 

The judge selects who is to he foreman and indi-
cates the name to the courtroom clerk. At eli r-
ection of court, say: 

"The Court appoints as Foreman. Will The foreman sits In the front row ill the sea t 
you please exchange I)-laces viHilJuror #_," closest to the spectator area. 

At directiull of Court draw (lames from barrel to 
be alternate jurors. as above. After chilllengcs 
have been conclucied.administer oatli to alternates. 

J 

-" 
111.20 !inA 
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Cour troom PrOCedlH'e 
Civil 

DESCRIPTION 

Taking a Verdict 

FORM NO. 

Ex. 3 --

STATUTE 
all 

RULE 
PROCEDURE 

Wilen deliberations have concluded and the jury 
returns to the coul'lrGom: 

a. "~Ir. (~ls.) Foreman, please rise. lIave you 
reached a verdict?" 

b. "Do you find for the plaintiff or for the 
defendi1/lt?" 

If for the plaintiff. aslc 
"In what alliount?" 

c. Enter alliount on verdict blank and have the 
sheriff hand it to the foreman for signature. 

d. "lIarken to your verdict as recorded by the 
court in case number', case nallle: (llead 
Verdict).r;-- --- ----

"Hr. Forellian, is this your verdict?" 

"ladies and Gentlemen of the jury as your 
forell1al") says, 50 say you alL" 

111.21 

" " 

CASE REFERENCE NO. ________ _ 

COMMENTS 

N.B.: Interrogatories to the Jury 
--Especi ally ill compa I'a t i ve f)e!ll i genee cases, 
interrogatories to the jury may be necessary. Some 
judges may have the i nterrogatori es ans\~ered by the 
,jury; the clerk then reads both the interrogatories 
and the responses. ending wi til: "Mr. Foreman, Is 
this your verdict for .... 1" ~/hen interrogatories 
are involved, ask the ,iudge whether the interroga
toraties should be read before or after the general 
verdic t. 

5/70 



Courtroom Procedure 
Civil 

CASE REFERENCE NO. ____ . ____ _ 

----------------------~---,----,---~~~,-----------------------------------,-------------------------------------STATUTE 
DESCRIPTION 

Poll ing a ,Jury 

Paymen t to Jurors 

FORM NO. OR 
RULE 

PROCEDURE 

The judgc ordlnari ly asks if any party wishes a 
jury pol1. Any attorney may challenge the VOI'dlct 
of the jury by I'C'lllcstinD that the courtroom clerk 
po 11 lhe jury. 
a. At attorney's request, say: 

"When vour name is called. please ~tive your ver
dict for ei ther the plainti ff or the defendant.' 

COMMENTS 

b. f1ead names from juror name-cards one at a tillle. The judge may introduce the jury poll: 

c. Then ask: "00 you find for the (paL or Def't. 
In the sum of (amount)?" -

d. lIecord responses of individual. 

.Jurors are paid at the end of the two .. week sess
ion. If jurors will be in the courtroom on pay
day. notify bookkeeper by transmitti ng juror cards 
to bookkeeper so that checks lIIade be set aside. 

III. 22 

" 

"Your Foreman has reported a verdict for 
JPl telDef' t.) in !.ill.nOlJllt). Is that your ver
dict -- Yes or No?" 

fi/7U 



Courtroom Procedure 
Ci vil 

DESCRIPTION 

Docket Entries 

FORM NO. 

Ex. 4 

STATUTE 
all 

nUlE 
PROCEDURE 

t1any of the duties of courtroom clerks on trial 
matters have been discussed above. 
Refer to: "Formal/Special Cause" 

"Swearin!) til Witness" 
"Exhibits" 
"Court Record Oook" 

CASE REFERENCE NO. __ - ______ _ 

COMMENTS 

The docket should contain a concise sUllvnary of all Additional entries made by clerk-typists include 
court activi ty having a bearing on the case. Dai ly documents filed and issued. 
entrie:; should be made, although the entries will 
not be typed until trial has concluded. Retain case 
file and entries until conclusion. 

Include in entry for clerk-typist: 
case number, case name 
nallle of jud!)e 
dates trial begins, continues and concludes 
significant court action 
jury or non-Jury 
outcome of case 
storage place of exhibits, transcripts, 

depositions 
your signature 

111.23 

I' 

The Court Record Oook contains more detail than 
should the docket. 

5170 



Courtroolll Procedure 
Civil 

DESeR/PliON 

~qg~!0lt 

Judgment 

Judgment on DeciSion 

Judgment on Verdict 

rJse Disposition Report 

-' 

FORM NO. 
STATUTE 

on 
RULE 

Ex. 5 --

Ex. 6 S-149 

Ex. 7 S-150 

Ex. I) --

• 

CASE REFERENCE NO, ________ _ 

PROCEDURE COMMENTS 

Judgment becomes official ~llIen it is efltered hy See Offl ce Procedure I~fldhook. "Efltry of 
the clerk. Tile proper jud!)lIIent form is cOllinleted Judgillent. " 
by the courtroom clerk and transferred to the 
clerk-typist for entry. 
COlliplete tllis fonn when judgment in non-jury case 
is rendered by judge in open court. 

COIliP 1 e te tlli s forlll \'/hen the j udgmen tis rendered 
by t~~ .ludge outside of open court (as on oral 
lroo . 
Complete this forlll when a jury lias rendered a 
verdict. 

:omplete once case (jury or non-jury) has been Civil assignment (Providence) reports tha t thi s 
Jisposed of and t"dflsfel' to Civil Assignillent is not always done; it is illiportant in lIIain-
)Ffi ce. taining disposition statistics. 

; 

III. 24 -. 
5170 
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Courtroom Procedure 
Criminal 

CASE REFERENCE NO. ________ _ 

---------------------r---,----r-~~~~--------------------------------_r------------------------------~ STATUTE 
DESCRIPTION 

.Grand Jury Natters 
Selection of Grand Jury 

Grand Jurors Qualified 

FORM NO. OR 

RULE 

RCrP 6a 

PROCEDURE 

The attorney general and staff art"? presented with 
evidence that a cl'ime has been c()uvnftted agail\st 
tile State of Rhode Island and j ts people. This 
evidence is then pt"esented to a Grand Jury or a 
jury of peers for the indictment (true bill) or 
no true bill of an individual against whom evi
dence is presented. 

a. Ca 11 jurors: 
Say: "All persons duly sununoned to appear for 
service as grand jurors please answet· here 
I'lhen your nallle is called, step forward and 
take your place in tile jury box." 
"Mr. Officer', you will count the jurors." 

b. Call individual jurors by £itY_~l~, then 
!!!l.!!!Q....Q,Lj.!!!:Q!:. . 

After all jurors have been called say: 

c. "Jurors, please raise your rioht hand." Ad
minister oath: "YOU 00 SEVERALLY AtlO SOL[t.1NLY 
SI4EAR YOU IIILl THUE AtiSI-IERS tlAKE, TO SUCII 
QUESTIONS AS SHALL OE OE/-II\NOED OF YOU IlY TItE 
eoURT. SO IIELP YOU GOU~" 

The attorney gelleraJ will then inljuire for ljuilJi
fi ca tions • Cha 11 enges lIIay be made a t til i s 
time. 

Once the Grand Jury has heen selected and ljuali~ 
f1 ed. the clerk will admi ni s ter the oa til. 

J J 1. 25 

I' 

COMMENTS 

Ily rule. the G.'and Jury is to cons is t 
of not less than thirteo.n (13) nor more than 
tl'lenty-three (23) members. and a sufficient 
numher of legal1y qualified flE!rsons are to 
be sUlllilloned to meet this requirellient. 
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Courtroom Procedure 
Criminal 

DESCRIPTION 

Grand Jurors, cont'd. 

.-

FORM 
STATUTE 

NO. OR 

RULE 

RCrP 6c 

• 

CASE REFERENCE NO._·_. ______ _ 

PROCEDURE COMMENTS 

Say: 
"YOU SEVEflAlLY AND SOLEMNLY {SWEAR,] TIIAT AS MEM (AFFIRM! 

[lERS OF TilE GfIAND INQUEST FOR TilE llODY OF TilE 
STATE OF RIIO()E ISlANO AND f'IIOVI!lENCE PI.ANTAHONS 
YOU WILL DII.IGENTLY INQUlnE. MID TRUE PRESENTMENT 
MAKE OF ALL SUCII CRIMES AND MISDEMEANORS COGNIZA-
BLE BY TIlE COUHT. AS SHALL COME TO YOUR KNmll£DGE; 
THE STATES COUNSEL, YOUR FELLOWS AND YOUR OWN HILL 
KEEP SECRET, ~IllL pnESENT NO PEnSON Fon ENVY, 
IIAmED. OR HALICE; NEITIIEfl I-JILL YOU LEAVE ANY PER-
SON UNPRESENTED toR LOVE, FEAR, FAVOR, AFFECTION, 
OR ItOPE OF REIJAI\D; OUT YOU 141l.L Pf(ESENT TIIINGS 
TIU!L V, AS TilEY cor~E TO YOUR KNOWLEDGE, ACCORDI tlG 
TO TIlE BEST OF YOUR UNDERSTANDING; [SO IIElP YOU [TIllS AFFlllMATION YOU MAKE AliI) GIVE UPON THE 
GOD. ]" PERIL OF TIlE PENALTY OF PERJURY,] 

The court will appoint a 9rand jury fOl'eman and 
deputy fOI'eman. 

The clerk will then administer the Oath to Jurx 
Keepe'.:. to the depu ty 5 herif f. 
Say: 

"YOU SOLEMNLY SWEAR TIIAT YOU WIll PERFORM YOUR 
DUTIES A~ JURY KEEPER TO TIE BEST OF YOUR ABILITY, 
SO IIELP VOU GOD." 

A stenographer is selected to record the proceed-
inns and lhe del'k administel's the oaLh. Say: 
"YOU SOl.EMNI.V [SWEAR] TlIAT YOU WILL PERrollH YOUR See I.lracketed words' above for affirmation. 
rltlrr ES liS ST£NO(i((IIPIt£1l TO TlfE GHIINO JUHY TO TlfE 
BEST OF YOllil ABILITY AND ~J\l.L KEEP ALL PROCEEDINGS 
SECHET, [SO ItEI.P YOll GOD.)" 

. [11.26 5/70 

, 
I' II 



Cow'troom Procedure 
Criminal 

DESCRIPTION 

Grand Jury Repo"rt 

FORM NO. 
STATUTE 

OR 
RULE 

PROCEDURE 

When the Grand JUl'y is ready to make ; ts pre-
sentation to the court: 
a. Ask Sheri ff for number of jurors assembled. 

h. Say: 
"ladies and gentlemen of the jury answer here 
when your nilme is called." "Mr. Sheriff, 
please count Ule jurors." 

c. indicate those present and not present on 
list of jurors. 

d. Say to Foremiln: 
"Nr. Fm"euwn, have you any i /II! i c tmen ts to 
return?" 

Foremiln answers: 
"yes. " 

At this tillle record the nl/mbet' of indictments 
presented by the Foreman of the Grand Jury. 

e. Say: 
"thank you," 

f. "Your lIonor, the jury has ~~1!~ .rue bills 
and l!!!!!!ItJer) no true hi 115." 

111.27 

I' 

CASE REfERENCE NO. 

COMMENTS 

The county grand jury sits for a period of six 
weeks; the 
from three 

statewide grand jury for a 
to eighteen months. 

period of 

, 

5/78 



Courtroom Procedure 
Crilliinal 

DESCRIPTION FORM NO. 
STATUTE 

OR 

RULE 
PROCEDURE 

The dilily calendar consists of arraiunlll"nts, 
1II0tions, ball illld violalion hear'ln!ls, detef'lillna
tiOIl of attorney cases alld disp05 i tions. A cal(!n
dill" is pos ted it t the l!n trdllce to the Gow'troolll illlt! 
the llJatters called ill the order listed. 

a. Call case. 
S tate v. 

If defendant1s pres'ent, ask him/her to take a 
seat, you wpl call them again later. 

b. Call next case. 
S ta te v. 

If defendan""t-'-;s-n-ot present, court lIlay order a 
bench ~liU'l'ant to be issued. 

The court mily choose to hold order of bench war
rants until all defendallts ~Iho are present have 
their matters heard. 

The court lIIay request that those cases I~hlch did 
not answer when first called be called again. If 
no answer is heard the court will at thi s time 

CASE REFERENCE NO. ________ _ 

COMMENTS 

Smaller counties (Newport) do not have sufficient 
huslness to warTallt a daily calendar call. The 
c!'iminal cillelldar is nrenar!!d hv lhe Altorlll'Y 
General's Office In all hut Providence. 

The Juduc or Attorney General may ins tead ca 11 
the calendar. 

order tlla t a bench warran t he issued for the See Office Procedure lIandbook. "(lench \o!arrants." 
defendilnt I s arres t. 

In disposition cases. ~/hel'e the defendant does not A disposition case cOllllionly refers to one in 
I"espond to the cilll, the court ~/ill pass this lIIat- which the defendant is to plead !Iuilty or nolo. 
ter to the trial calelldar .. 

"I. 28 5j7fl 
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Courtroom Procedure 
Criminal 

DESCRIPTION 

(lrra i gnmenJ. 

1. Defendant present -
attorney 

FORM NO. 
STATUTE 

on 
RULE 

no 

CASE REFERENCE NO. __________ _ 

PROCEDURE COMMENTS 

Hhen the grand jury brings an indictment or the 
attorney general's office presents an information 
on a defendant, a procedure kno~/O as an arraign-
ment is scheduled. The notification of the 
arral~llIl\ent nlay be the first indication to the de-
fendant that he is being charged with a crime 
against the state. At arraigllillent, the defelleJant 
is given the opflortuni ty to plead to the 
charge(s). The forillat which the arraignment takes 
is as follows. 

1) defendant is presented with the information 
or indictlllent (he or she lIIay waive the reading of 
the document); 

2) he is advised of his rights and If the de-
fendant is not represented by counsel the court , 
lIlay appoint a puhlic defender to represent him or 
her a t the arra I gnlllent I f he or she chooses i 

3) bail Is set in an ilJllOunt or the judge may 
see fit to release HID defendant on his own 
recognizance. 
The followinQ rrocedure describes procedures at 
arraignment under three situations in court. 

a. Announce the case, reading the nallle of the 
defendant: State of Rhode Island vs. (defendant 
name), Indictment or Information number. 

b. Ask defendant to step fon/ard. 

c. Ask the defendant to identify himself: Some judges omit this procedure. 
l) Hha tis your name? 
2\ ~Jhat is your date of birth? 
3 What is your address'l 5/78 

r r I. 29 

" 



Courtroom Procedure 
Crimina1 

DESCRIPTION 

Defendant resent - no 
attorney., cont'll. 

FORM NO. 

Ex. 9 5-211 

STATUTE 
011 

RULE 
PROCEDURE 

tI. Say: "Let the ,'ecort! sho~1 the defendant is 
IlI'es en t. " 

e, Say: "Your lIollor; this is indictment (informa-
tion) !lumher which charges the defendant 
with name theCharge(s)." 

f, !land the fi Ie to the Judge. 

g. lIand copy of information or indictment to 
de fe ndil II t. Say: "Your Hunor', a copy of. the 
indictment (information) is being handed to 
the de fendan t. " 

h. Tell defendant to give information or indict
lIlent papers to his or her attorney, 

I. Then: "What say you to this information 
(indictment)?" 

Once the defendant is arraigned and the .Judge has 
set bai1 the clerk will: 

CASE REFERENCE NO. _______ _ 

COMMENTS 

The judge \~il1 i IICltd re if cOlluse 1 for the de fen
dnt is present. Make certai r1 tha t the a ttorncy 
enters an appearallce, Her'r 50(il), 

j. Prepare the bail and recogni zance fonn for the Prepare thls form in advance, as time permits. 
defendant's 5 f !Inil lure. 

k. To the defendant, say "Raise your ri!lht hanel. II 

1. Adllliuister the oath. 
"HIlIVING TlfE R[flnING OF TlfIS Hf.COGNIZANCE 00 

111.30 

" 

This is the Personal Reco9nizance Oath; fOl'Surety 
Bail Oath, see "Oail at arralgnlllent." 

,5/78 



Courtroom Procedure 
Criminal 

DESCRIPTION fORM NO. 

CASE REfERENCE NO. _________ _ 

PROCEDURE COMMENTS 
STATUTE 

all 
RULE 

-------------------~----4_--~I--~~~--~--------------------------------~~--~---------------,-------------

2. Defendant present -
wi th attorney 

RCrP 50(a) 

YOU (NAME) ACKNOHLEOGE YOURSElF ItIDEBTED TO THE 
STATCOFRIIODE ISLAND /\tID PROVIDENCE PLANTATION 
IN TilE SUH OF $ FOR YOUH APPEARANCE BEFORE 
TIllS COURT ON TiTiS CASE AND I N TilE HEANTHIE YOU 
SIIALL KEEP THE PEACE AND I3E OF GOOD BEHAVIOR. 
00 ,OU UNDERSTAND TIIIS7" 

II!. Ask the defendant to please enter his slgllature 
and address on the form. 

n. Iland yellow copy of bail and recogllizance form 
to defendant. Say: "Please read this and give 
it to your attorney." 

o. Make notatIon ,. e.g., "defendant 
arraigned and pleads not guilty, !lives personal 
recognizance in sum . Continued to ~ 
to determille attorneY:-'1 

p. Place papers in case folder; return to 
scheduling office. 

Same procedures as above, a. - p .• wi th fo 11 O\~i ng 
exceptions. 

a. lIand copy of "indictment or Information to 
attorney ins tead 0 f de fendan t. 

b. Make sure attorney gives you Entry of Appear
ance fan" for fil e. 

c. f1ake notations to calendar and note for typing, 
e.g., "defendant arraigned and Illeads not 

111.31 

I' 
II 

This information will be transferred to the docket 
and face sheets by the criminal records sectioll. 
This alscl serves as a guide for completing the log 
of the courtroom clerk. 

5/78 



Courtroom Procedure 
Criminal 

DESCRIPilON 

3. Defendant not present 

FORM NO. 
STATUTE 

011 

RULE 
PROCEDURE 

gull ty, gives personal reco!Jnizance in SUIII of 
___ Entry of IIppearance fi led." 

The clerk will read defendant's name fl'OIll the 
daily calendar. I f defendant is not present at 
this tillie the case lIIay be put aside and called 
again after all other arraignments and matters 
are decided. 

a. Ilead the name of the de fendan t. 

U. Iland file to judge. 

c. Make notation on calendar to issue hench 
wan'ant per jud~Jel5 IlI·der. 

d. Give file to scheduling office at end of 
proceedi n!ls. 

J J 1.32 

I' II 

CASE REFERENCE NO. ________ _ 

COMMENTS 

TIle judge may do this instead of clerk. 

See Offl ce Procedure IIandhook, "fiendl Wa rran ts. I' 

5/70 
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Courtroom Procedure 
Criminal 

DESCRIPTION 

Dail 
!laif at Arraignment 

FORM 

Ex. 9 

NO. 
STATUTE 

on . RULE 

S-211 

CASE HEFEAENCE NO. ___ - _____ _ 

PROCEDURE COMMENTS 

During arraignment proceedings the judge may set The defendant is held in a cell block until he or 
bail in a speciAed amount or release defendant on she makes arrangements to post bail. .If the def-
persona 1 recogni zance. ~Jhen ba i1 is set do the endant cannot make bail. see "Hi ttimLls" section 
fo 11 0\1; ng: for procedure. 
a. Complete !lail and Recognizance Conditions form. 

b. Ask defendant to sign name and enter address on 
form. 1f a surety is involved: have surety 
sign bail form underneath defendant's signature 
and address. 

<;. Ask defendant (and surety) to raise right hands. 

d. Administer oath. 
"HAlVING TIlE READING OF TillS RECOGNIZANCE YOU 

See above, step 1, for Personal Recognizance Oath 

JOINTLY ANO SEVERALLY ACKN0I4lEDGE YOURSElVES 
INO-ClITtlfT01ITCSTATE OF Illi0DE ISLAND Aim 

Include underscored words if surety involved. 

PlloVIOENCE PLANTATIONS IN TIlE SUI·' OF $ fOR 
TIlE APPEARANCE OF TIll S OR TlIESE DEFENOi\tIT !lE-
FORE Til I S COURT ON Til IS CIIAIWE OF AND 
IN TIlE NEANTINE YOU SIIALL KEEP TIICPEACCAND !lE 
OF GOOD !lEIiAVIOR. 00 YOU UNDERSTAND TIllS?" 

e. Give yellow copy of bail forlll to defendant. 

f. Place ~111i te copy in case file folder. 

g. Give case file folder to clerk in L'rifllinal 
ass ignfllent. 

II r. 33 5178 
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Courtroom Procedure 
Criminal 

. DESCRIPTION 

!~earl~ 
Bail lIearinfjs 

FORM 
STATUTE 

NO. OA 
RULE 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 

~Jhen a defendant i5 denied bail or feels that the 
bail is unreasonable he or she may file a motion 
for a bail hearing. [f granted. the schedulinn 
clerk will assign the case to be heal'd and notify 
the parties. 

a. Call case. 

b. Ask defendant to stand at counsel table 
cOnle forwa I'd) . 

(or to 

c. Ask defendant to identify himself. 
1) "Hhat is your nallle?" 
2) "What is your date of birth?11 
3) "What is your address?" 

d. Say: "Your 1I0nor. this is Indictment/Informa-
tion (t·llscellaneous Petition) "wnbel' and 
~allle the charf/e(?] 01' Jili~e reason for heM'jng) 

e. Record these proceedings in the courtroom 
record hook. 

See1tourt Record Book," 

At this time the defendant and/or Ids attorney lIIay 
9i ve reasons wh.Y they wi sh a clwn!le in the defend-
an tIs hi! 11 s ta tus. I f the ba il i 5 S till deni ed • 
follo~1 procedure in "Remand" section. 

1/ f .31 5/78 
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Courtroom Procedure 
Criminal 

DESCRIPTION 

Violation lIearings 
(Probation, Sentence, 

... 

etc. ) 

FORM NO. 
STATUTE 

OR 

RULE 
PROCEDURE 

The defendant is brollght into court on the vlola-
tion and is served with a cory of Rule 32f, 
"notice of violation"; the ilia t ter is IIsua 11y con-
tlnued for hearing. When the defendant is brough t 
before the court ban may be reset or the defen-
dant held ~Iithout bail. 

a. Follow steps above, il. - e. 

h • Swear in wi trlesses as they are called. 

IfU!i 

I' 

, 

CASE REFERENCE NO. ________ _ 

COMMENTS 

I f defendant is in jail for fa 11 ure to make hi! i 1 
or bail not set on violation a Habeas is pre-
(lared. See Office Procedure, Habeas. 
If defendant is out on bail a notice of hearinq 
is sent for appearance ill court. . 

See 15wearinfl in Witnesses." 

; 

.. 
5/70 
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Courtroom Procedure 
Criminal 

DESCRIPTION 

G!!1Jl.l'L!,/010 PJg~ 
rOi spas i tiOri1 

FORM 

Ex. H 
Ex. 1l 

NO. 
STATUTE 

011 
RULE 

----

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 

The oefendant may at any tillie wish to adllli t gu11 t 
ilnd changs his/her plea frolll not \lull ty to guil ty/ 
nolo. 

a. Ask defendant to corne forward, 

b. ilave defendant i dentl fy himself/herself. 
"~Jhat is your name?" 
"~Jhat is your date of birth?" 
"Hha tis youl' address?" 

c, Arraign defendant. 
Say: "Your Honor. this is Indictlllent/inforlllil~ 

tion numbp.r which charges defendant name 
Qf~efendant with !la~le charges. Hhat say you 
to this indictment111 

The defendant or attorney will retract plea of 
not guilty and plead nolo contendere or !luilty, 
The attorney comilletes the ~Iaiver form con-
taining an affidavit and Judge's certificate, 
I~hi ch the clerk hands to the .i udge. 

d. Make en trf es in cow,t 109 (record) book, 

The court may sentence at this time or continue See "Sen tencill!)." 
matter for sentencin!) at a later date. 

I II ,36 5/78 
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Courtroolll Procedure 
Criminal 

DESCRIPTION 

J~!,y' HlI, t,.t.~L~ 
IlIlpline 11 i ng d Jury 

FORM NO. 
STATUTE 

all 
RULE 

HCrP 
23(b), 24(c) 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 

Be sure the defendant(s) is present and settled in It is the jud!]e's decision as to whether or not 
the courtroom hefore sendiJl!J for a jUI'Y panel. the defendant is hdlldcuffed. 

When a jury is needed for iI crimi na 1 case, the 
sheriff is directed to brill!] a sub-panel of jurors 
(usually 25) and the barrel containing their naille 
slips to the courtroom. 

Once the jury panel is seated in rear of the 
courtroolll, arraigJl the defendant: 

a. Heques t de fendan t to CO'lle forward. 
b. Ask the defendant to identi fy himself/herself. 

1) Wha tis your nallle? 
2) What is your date of birth? 
3} What is your address? 

c. Say: "Your 1I0nor, this is Indictment/Inforllliitiol 
(nulliher) ~Ihich charges the defendant name ~Ii th 
(read £!li!f..~.l. ~Ihat say you to this--iriaict
ment/Inforlllation?" 

Genera lly the clerk will draw 14 names from the 
barrel. Check wi th the judne, as procedures for 
drawing alternates vary. 
tI. SilY: "I.adios dllel (JentlellleJi of the jury, answe,' 

here to YOllr JlililieS ilS they ar/! ctilled, pass t/Ii~ 
way before counsel ilild take your ,'especlive 
seats ill tIll! jury hox." 
"1·lr. Officer, pleilse count the jurm·s." 

III. 37 

I' 
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Courtroom Procedure 
Criminal 

DESCRIPTION 

Voir Dire 

Peremptory Challenges 

fORM NO. 
STATUTE 

011 

RULE 

RCrP 24(b) 

PROCEDURE 

b. Stand, spin barrel and dra\~ name slips one at a 
tillle. 

c. Announce city (tOl'm) of residence and juror's 
full nallie. 

"from Town/City, Name " 

d. Continue drawing nallle~ until required numbel' 
has been reached, 

• As cal'ds are drawn, place nalile slips on table 
in sallie sequence as jurors are seated in jury 
box. 

Once jurors have been seated, general questions 
vlill be asked of the jury by the court a~ to whe
ther Uwy know any of the parties in the case or 
know of a reason to di~quillify thelliselves, Ques
Lions to individual jurors lIIay be posed by counsel. 
il. If a juror is excused fOl' cause, at the direc-

t-! on 0 f the j ud!]e or a ttorney announce: 
"f.LtLLT.Q .... !!ll~ Res tdenE.~, (!l!!!!L~.Qf. juro..r.) is 
excused from this panel." 

h. Remove flalile slip; draw a ncw nalile from barrel 
and request individual to take vacated scat in 
jury box. Place new slip in proper secluence. 

Cha 11 enges to jurors are then made fi rs t by the 
state, then 'bv defendallt counsel. Each tillle an 
"tLortley requests a juror to be excused as unaccepl 
Ib 1 e to s it all the case COUllts as one cha 11 enge. 

I I 1.38 

I' 

CASE REfERENCE NO. ________ _ 

COMMENTS 

Keep in mind when calling names to proceed at a 
l'eil50nab 1 e pace to permi t per sonne 1 rcwl'd i ng 
names to make their notations. 

If an attorney requests individual voir dire and 
the jury is under oath, the judge will request 
the juror to approach the witness stand. The 
clerk will administer the "true answer make" oath 
to the individual. (See "Qualifyinfl the PetH 
Jury." Ho 11 of ,Jurors.) The nrocedul'e is the 
same for either a civil or criminal case, 

5!78 



Courtroom Procedure 
Crilllinal 

CASE REfERENCE NO. ________ _ 

-------------~-------~---~---,----~~-.~-------------------------------.------------------------------------STATUTE 
DESCRIPTION 

Peremptory Challenges. cont 

'.' 

Oa th to Jurors 

FORM NO. OR 

RULE 
PROCEDURE 

Number allowed: 6 if offense punishable by death 
(each side) or imprisonment exceedinu one 

year 
3 if offense punishable by less 

than one year. fine. or both. 
For alternates: 1 if 1 or 2 alternates 

(each side) 2 if lIIore than 2 a I terr'a tes 
IJhen there are lIIultipl e defendants. the court may 
dllow additional challenges. 

c. Keep a tally Of the number of challenge~ of 
each side. 

d. Announce to judge when maxilllulil number of chal
lenges has been re~ched for each counsel. 

e Excuse and I'ep 1 ace juror's as j n steps iI. illld b. 
above. 

f. Cl i p juror nallle cards together for fu ture re f
erence. keeping juror name slips in ol'der of 
seating in jur'y bux. 

g. Enter juror nallies in COUI't record book. 

After challenges have taken place and all jurors 
lire s{~ated. administer the oatil. 

a. S<lY: "Ladies and !Jentlemen of the jury. please 
rise and raise YOIII' right hand." 

II 1. 39 

I' 

COMMENTS 

Attorneys for Ilarties will submit challenqe forms 
to clerk. whicl may then he filed in lhe case 
file (although not a requisite to retain them). 

5/7U 



Courtroom Procedure 
Criminal 

DESCRIPTION 

Selection of 12 to 
De Ii bera te 

Chargillg the Jury 
Del th to ,Jury Keeper 

FORM NO. 
STATUTE 

011 
RULE 

RCrP 24(c) 

.. , 

PROCEDURE 

b. Read Oath; 
"VOll 00 SEVERALLY AND Sf}LEMNLV (SHEAR] TIIAT 

YOU WILL WELL AND TRULY TRY AND TRUE DELIVER
IIIICE MAKE. [lEniEEN TIlE STI\TE OF RHODE I SLAND AN! 
PIlOV WENCE PLANTATIONS AND TIlE DEFENDANT AT TilE 
lIlIR ACCORDING TO U\l·: liND TilE EVIDENCE GIVEN YOU 
(SO HELP YOU GOO.]" 

fhe trial proceeds at this time, At the termina
tion of the trial. and at the court's direction. 
the clerk will (Ir'ow 12 jUl'or cards, 
~ihen one's name is ca 11 ed. each i ~ to proceed to 
take a seat in the alternate jury box (or specta
tor's area) until 12 are seated, Say;"Please be 
seated." 
From these the Judge will select a foremiln, 

,iI. Say; "The cour~ apnoint5 !liI~!!Q. as fm'eman. ,Inll 
you ploilse exchanqe places,: 

h. Gille. juror curds to sheri ff. Jurors arc then 
excused, 

In criminal cases the clerk must swear in a deputy 
sheriff as the jury keeper jus t pri or to de I ibera
t ion 0 f jury, 
a. Call the deputy she.'iff to cOllie forward, 

h, Say: "Please raise your right hand," 

II r. 40 

" 

CASE REFERENCE NO. ________ _ 

COMMENTS 

For affirmation. substi lute for braCketed words 
the fol1O\~in~; [IIFFIIl~1l '. 
[TllfS IIFFIRtt~T10tl YOU t4AKE AtID GIVE UPON TIlE 
PER r l OF TflE PENlll TY OF PER,JURY. II J 

The foreman is to exchange places wi til the juror 
seated in the first row seat furlhest frolll the 
be~ch if he/she is not already seated tilere. 

5/78 
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Courtroom Procedure 
Criminal 

DESCRIPTION 

Oath to Jury Keeper, cont'd 

" 
Oath to Jurv Keepers for 
a Se'lues tet'cd Jury 

FORM NO. 
STATUTE 

011 
RULE 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 

c. nead the Oath. 
"YOll SEVEflAll Y AN!) SOLEMNLY SHEAn TIII\T YOU Include underscored words if oath administered 

WllL ~IELf.-AN1)T1UTiYKEEP TOGETIIER EVEnY ImUlEn to /fIore than one person. 
OF TIllS JURY Cm1tHTTf(\ TO YOllR CIlAnGE lINnL 
TilEY SIIALL IIAVE AGREED UPON A VERDICT UPON TilE 
Ml\TTER COr·1MITTm TO HI£I1: lllAT YOU WILL NOT 
SUFFEn AI/YOIIE TO SPEAK TO TllEI1, NOll SPEAK TO 
TIl El·' YOUI1SELF, EXCEPT TO ASK TItEH IF 'HIEY IIAVE 
A£lREED UPON A VERDICT, OR OTIIERI-lISE BY ORDER OF -
TItE COURT, SO HELP YOll GOO!" 

Attorneys may at this tillle look over the exhibits 
ilnd the/l saId exhibi ts, des i!)Ilated "full" exhlbi ts 
will be sent to the jury·room. Make certain for 
identification e~ljbits are kept separate. The 
jury keeper will now hrill!] ,jlll'ors to the jury rOOll1 
for deliberation. 

I f the jury is to be lod~lcd overllight, the clel'k 
o1dlldnistct'S all oalh to lhe shet'iffs in charge of 
the seCjues lered jury. 

, 

a. Call sheri ffs to come forward. 

b. Say: "Please raise your right hand." 

c. Read Oillh: 
"YOU SEVEI~A\.LY AND SOLEI~tILY SHEAR TIIAT YOU 

HilL HEIT7@l'rritiCn(CEP TOr.£TllrH EV£llY MHIIlCH 
OF TillS JIJHY CO~VII nED TO YOUI,a CIIARGE, FOR TIlE 
DURAT ION OF Ttll S TR I AL, TIIA T YOU 141 LI. NOT ALI.OI,/ 

111.41 5/70 
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Courtroom Procedure 
Criminal 

DESCRIPTION 

Oath to Jury Keepers, cont'd 

Oath to Interpreter 

FORM NO. 
STATUTE 

011 
RULE 

CASE REFERENCE NO. ________ _ 

-
PROCEDURE COMMENTS 

ANYONE TO SPEAK TO TIIEN NOR SPEAK TO TIIEM YOUR-
SELF ABOUT TillS TRIAL EXCEPT BY ORDEIl OF TIlE 
COURT SO IIELP YOU GOD. 

TIlE JUDGE IHLL INFORM YOU IF TilE JUIlY IS TO 
BE LODGED OVERNIGHT. 

d. If so, notify Superior Court adl'llnistrator's 
office of locked up jury. 

YOU 00 SOLEMNLY SWEAR TIIAT YOU Will fAITIIFULLV 
PERFOHM TilE OUT! ES OF I NTEHPRETER IN Till S CASE, 
HELL AND TRULY INTERPRETING ALL QUESTIONS ASI<EO 
OF AND ANSWERS GIVEN BY TIlE IUH/ESSES HEREIN TO 
TIlE IlEST OF YOUR ADILITY SO HELP YOU GOO. 

~ 

Ill. 42 5j78 
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Courtroom Procedure 
Crimi na 1 

DESCRIPTION 

Taking a Verdict 

Polling the Jury 

FORM NO. 
STATUTE 

on 
nULE 

CASE REFERENCE NO. ___ • _, ______ _ 

PROCEDURE COMMENTS 

H1wn delHwrat!ons have concluded and the jury 
returns to the courtroom: 

a. "Mr. (Ms.) Foreman. please rise. lias the jury 
agreed upon a verdict?" 

11. "On indictment _0 __ • State of Rhode Island vs. If there are multiple counts 
defendant name charging the defendant wil;h an indictment or information 
Charge, do YOlt find the defendant guil ty or not the charge and count. 
guil ty?" 

c. "ladles and Gentlemen of the jury as your fore
man says so say you all." 

d. Enter verdict in record log hook. 

Either the defense attorney or the prosecutinq 
attorney lIIay request that the jury be polled as 
to their indivIdual verdict. 

a. Read juror's name. say: 
"As to the char'ge of read charqe and count of 
indictment. do you fina-fiieTefundant guilty 
or not !lui 1 ty?" 

NOTE: Ilead each cllilrne and count of indictment 
to e,lch Juror hefore moving on to next jurors. 

Il. Il(!cord response in 100 hook. 

Ill. ~3 

" 

and/or charges o~ 
repeat (b) chan/ng 

! 
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Courtroolll Procedure 
Crilllinal 

DESCRIPTION 

Sentence to be served at 
ACI or Homen's Reforma
tory 

FORM NO. 
STATUTE 

OR 

RULE 
PROCEDURE 

Sentence lIIay occur immediately ,,1,un a plea ofnolq. 
guilty or as l\ result of a hearing or may be con
tinued to a specified date at the discretion of 
the court as the result of a trial. 

a. Announce: "State of Rhode Island vs. defendant. 
fndlctmcnt/fnfannatlon number __ ." 

b. Invfte the defendant to stand in fl'ont of the 
cle"k. 
Say: "Please cOllie forward." 

c. Ask the defendant to identify himself/herself. 
"1·/11 a tis your nalTle 1" 
"Hllat is your date of birth?" 
"Hhat is your address?" 

At this point in the proceeding the court imposes 
sentence. 

a. /lsk defendant to rise. 

b. Say: "lIorken you to the sentence of the court: 
Indlctment/lnform.ation number. The court sen
tences you to 'Tiei mpri s oneclTn the ~.Qf.J.!!
stitutlon in the County of Providence for the 
tenilOf-- months (years r and ttiiit you stand 
comll; tte"(C tfierein until senlence be performed 
in all its parts. 

c. Complete Jutlgllllmt on ConViction fonll. 

~fI 1.44 

" 

CASE REFERENCE NO. ________ _ 

COMMENTS 

I f a Hotion for New Trial has been filed, sen
tencing is continued for tl10 1II0nths. 

Some clerks omit the first phrase. starting with 
"This honorable Court sentences you to ... " 

See Office P,'ocedure Ifandhook. ''.'udqfllent on 
COI.wiction. II 

5/70 



Courtroom Procedure 
Criminal 

DESCRIPTION 

Sen tence 0 F de fendan t to 
pay il fille 

Deferred Sentence 

Prohatioll 

FORM NO. 

Ex. 9 5-211 

STATUTE 
OR 

RULE 
PROCEDURE 

d. Trilns fer docke t en try to typi s t. 

il. IIsk defendant to rise. 

b. Say "I/arken you to the sentence of the court. 
The court sen tences you to pay a fine of $ 
to and for the use 0 f the Sta te and tlia t you 
pay all costs of prosecution or that you be 
conlHitted to tile nallie of institution until 
sentence be performed i nafl'its parts." 

a. Read Indictment/inforlllation numher. 

h. Administer' personal recognizance oatil. 

c. Say: "Sentence is defel'red by the court. Vou 
are placed On probation fOI' a period of five 
years. " 

d. Jlave attorney general prepare deferred sentence 
agreement fonn. 

e, 1f,lve IjefelHiant il.lld i1ttol'lIey gellerill sl!)" forili. 

iI. I f conditions chiHI\Je. c()\IIjlll!te Oili! and 
IlcCIJ!jlllziince Condi lions forlil. 

( 11.1\5 

" 

CASE REFERENCE NO. ________ _ 

COMMENTS 

See nex t page for Oil th. 1 n a 11 cases where pro
bation ill lieu of incarceration is illiposed as 
the sentence. the defendant is released on 
personal recognizance. 

The 5-year term is automatic in deferred or 
suspended sentence5~ 

See "Ball at I\rralgJlIUl!nt." 
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Courtroom Procedure 
Crlmiflal 

DESCRIPTION 

Cost~ 

fORM 

I 

STAT'UTE 
NO. OR 

RULE 

RIGLA 
12-20-3(-10) 

• 

CASE REfERENCE NO. ________ _ 

. 
PROCEDURE COMMENTS 

b. Ask the defendant to please enter his/her signa-
ture ilml dddress On tlie form. 

c, To the defendant say: 
"Raise your right hand," 

d. Adllllni~ter Personal Recognizance Oath: 
"HAJVItIG TIlE HEAIlING OF TillS RECOGtlIZANCE YOIl 

ACKNO~JI.EDGE YOURSELF I NO[[lTEO TO TlI~ STATE OF 
RHOIlE I SI.ANO AlHl PltnV I IlENCE PLAIHATI ONS I N Til£. 
Silt" OF $ FOn VOUR APPEAflANCE BEFORE Till S 
COUnT 0I1"11ffs CIISE IIUIl' III TIlE 1·IEIllITI HE YOU Sillll.L 
KECP TilE PEACE AND £IE OF Goon BEIIAV lOR, 00 VOU 
UNIlEHSTIlNO TillS'!" 

tL Give copy to deFendulit. 

f. Pl~ce origlnnl in case file, 

lhe COUI'tI'OOUl clerk then notifies the defendant of 
the disposition of court cost~, as determined by 
the judge, At the direction of the coud:, 
announce and note IIi record log book: 

1) "Cos ts are rend t ted ... 
2) "You shall pay costs of $ ." 
3) "Cos ts roily be pil i d through the Proba tion 

OCllartmellt within __ days," 

II 1.46 
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Courtroom Procedure 
Crillli na 1 

DESCRIPTION 

p_~cJ_eJ". f!~~I!~~ 

.' 

FORM 

Ex. 12 

STATUTE 
NO. OA 

RULE 

--

CASE REFERENCE NO. __ - _____ _ 

PROCEDURE COMMENTS 

The docket should contain a concise sUlllllar.y of 
all cOllrt acl.ivl ty hllvin!) a hellri,,!) on the case. 
All entl'Y is lIIade for any appeal'ance of the defen-
dant before the court. 

A hand-wri Lten note for docket entry is trans-
ferred to the criminal records division to be 
lyped onto the docket! face sheet!; ~ 

Entries should include: 
indictment/infonllation number 
case name 
judge nallle 
date and type of hearing ( tdal) 
plea, any change in plea 
ba!l, PU 
entry of appearance 
~/he ther Pub 1 i c Defender 
continuances 
OIotions 
documents issued (e.g., 
judgment (verdict) 

warrant) 

sentence 
your signature 

fll.47 5 /78 
'. 
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Courtroom Pr'ocedure 
C\'imi nal 

DESCRIPTION 

!l ell1!Lrhl. 

FORM 

Ex, 13 

NO. 
STATUTE 

OR 

RULE 

5-189 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 

This form must be completed to indicate the actlon 
of the court if defendant is to return to the 
Adult Correctional Institution (ACI). Ins ti tuti on 
for Mental lIealth (I/,ui) or the WOIlien's Hefol'matory 
if an i ndl vi dua) is servin!] a sentence on other 
charges and is appearing as a ~IiLness. 

a, COlllpl ete Remand. en ted 119: 
1) defendant's name 
2) I net i c tillen t/ In forllla t i on number 
3) reason for remand 
4) reason for return 

If to serve 11 sentence note the terms 
Qf the sentence, . .' 

5) da te ~Ihell def(!ndant is to ret.urn 
If matter is continued and defendant's To have defendant \'eleased fronl lnsti tuUon to 

presence is needed at a future date please attend court. complete lIaheas, (See 8ffice 
no ta tha t da Le . Procedure Handbook. "lIaheas,lI) 

6) 5 i gna ture 0 f clerk. 

h. Transmi t form to state marshall as soon as 
possihle. 

I I I. 4£1 
5/78 
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Courtroom Procedure 
Criminal 

DESCRIPTION 

Mi ltilllllS 
,. --- ... -

'.' 

. 

STATUTE 
FORM NO. 011 

RULE 

eX. 14 --

I 

CASE REFERENCE NO. _____ ~---

. 
PROCEDURE COMMENTS 

This form is completed by the courtroom clerk upon 
order of the COlwt for failure of the defendant to 
IIIdkc bidl, hold de/'cnc/,lIlt without hall and to COIII-

lIIi t defendant to an lnsti tution as part of lhe 
disposition or sentpnce. 
a. Complete heading infonnation 

1) da te 
2) defendant's name 
3) plea entered in court/verdict of jury/ 

judgment of court 
Cross out typed plea if not appl icable 

and enter defendant'S plea 
4 ) date of next court appearance 

~~ reason for nex t court appearance 
alHount of bail or "collulli Hed w/o ba il" if 
no bi! i 1 I s set 

7) date f 

Il) Indictlll(mt/[nfot'lllation number 
9) original signature of clerk 

b. Transmit forlll to state lIlarshall. 
, 

c. Give file to scheduling office for next court See also Office Procedure lIandbook, "Judf)ment 
appearance if necessary. on Conviction." 

[" .4~1 .. 
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FORMAL & SPECIAL CAUSE MATTERS 

1. Preliminary Injunctions _______________ ~_Lluh~tf~--------__ ----------------------~~~ 
2. 'Petition tor Assessment of Damages-Uncontested ------------------------.----------------
3. Proof 0 r Claim _________ :.wU ...... l &.....1:_:: .... /lL..Lit~- f 0 

4. Consent Judgement ______ ~ ____ ~J/------------------------------------,-------- ~ ___ ~~~ 
Agency Appeals (including Zoning Appeals) (most such decisions are rendered atter 

memoranda are :filed and a transcript is examined) ~ U 
IILI L 

6. Title Proceedings & Other Uncontested Dispositions ______ =tt6?~~/4---~/------------------~t2--
7. Trustee Proceedings ______________ +,~,~--_________________________ .~ 

8. Supplementary proceedings __________ 4t~-Hi=~ ______________________________________ ~ __ ~~ 

9. Receivership proceedings ________ ~~~-~~~~J--------------------------------~~/~/~ 
10. Motions to Dissolve or Authorize Attachment. (including Body E.xeout16ns) 

III 

11. Petitions tor Mandamus 

.--" 

3 

----------------------------------------------------------------------
d-12. Contempt proceedinga ______________ ~/_! ___________________________________________________ ~ __ 

13. Prooeedings to Vacate .oefaul t Judgement_ /II/ ~. 
14. P~rtition.Proceeding3 I/, -_. cl.. 

15. Haboaa Corpus .. ..LI 01 

16. Motion to d1om1su ~ II 3 
Courtroom '. , 

Exhi bit 1 II 1. 50 TOTAL 6( 
" " 

--- ----- ---
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STATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS 

PROVIDENCE, Sc, SUPERIOR COURT 

ORDER 

""""..£.""'" I;::>~ 7 E: Heard on ... -!:';. ... C.w:./ .. L.c:-. ................. MOTION FOR A NEW TRIAL, 

and same is .•••• ~d-.N.T.:~l).!.P..A~~I.J.J..p. ..... 

Entered as an Order 

of this Court this ~ 

/~.T.I:I: .. day of ....... .. ~7" 
-')~ 

19 .... ~: .......... . 

. " . By Order 

················(~(.'~·~9···························· 
Clerk 

EN 
o 
O.;..J 
~.,... 

.;..J .0 
~'r
:::l.::;: 
0:>< 

U I.U 



e 

STATE OF RHODE ISLAND MiD PROVIDENCE PLANTATIONS 

PROVIDENCE, Sc. 

v. 

For Piaintiff 

We, 

(J 

) 
) Plaintiff(s) 
) 
) 
) 
) 

SUPERIOR COURT 

) c.A- No. ?f-da~ 
) 
) Defendant(€') 
) 
) 
) 
) 
) 
) 
) Third Party Defendant(s) 
) 
) 
) 

find that the plaintiff(s) 

is(are) entitled to recover in'the above-entitled case, and assess 

damages in the amount of $ /~ 0.:10. 

L 13 19~~ o (Date) (Foreman) 

Other sample .entries: 

For Defendant 

We, the Jury, fi nd for the defendant( s) 
Richard Roe 

in the above-entitled case, and detennine that the plaintiff(s) is (are) 
not entitled to recover any damaaes. 

2 Defendant's Counterclaim 

We, the Jury, in the above-entitled case find that 
the defendant (s) Ri chard Roe 
is (are) entitled to recover on the counterclaim brought against nlaintiff(s) 

John Doe 
and assess damages in the amount of S 5,000. 

3 Third Party Plaintiff 

t·le, the Jury, find for the third oartv olaintiff in 
the above-entitled case, and assess damages in the amount of S 5,000. 

N 
1.t'l 

.' 



<::) ,...., 
....... 
.. ,' 

Sample Civil Docket Entries 

Formal/Soecial Cause 

Case number 

77-1-1 
1-5~78 Shea J. Heard on Pltf's 
supplementary proceedings as to 
oef't - Jim Brown" (no order to 
issue at this time). Order to 
enter as to disposition of oef't. 
for signature of the court. 

" oef't not appearing, Body Attachment 
to issue and issued on 1-5-78 

(Signature) 

Your si gnature 

Moti ons 

11-2-76 Murray, J. Heard on plain
tiff's motion to compel and same is 
granted. Order to enter. 

. Heari nos 

11-2-76 Murray J. Heard on petition 
for the appointment of a receiver and 
same is granted. Decree entered 
appointing temporary receiver. 

Jury Trial 

11-2-76 Bulman J. Case ooens to 
Jury and tri a.1 proceeds. November 
5, 6, 7, 8 Trial Proceeds, trial 
concludes. Jury returns verdict 
f(lr the plaintiff in the amount of 
S5,OOo.00. Judgment entered Book 
9 .¥209. 

Exhibits filed in exhibit room. 

Jury Waived 

11-2-76 Bulman J. Heard without 
the intervention of a jury and 
continued. November 5, 6, Further 
heard and decision is for the 
defendant. Judgment entered, 
Book 9 #69. 

Exhibits withdrawn by plaintiff's 
attorney. 

" " " " " 

/ 
I 

./ 
1-9-78 Shea J. Heard on ?1 tf's motion / 
to adjudge oef't. - Jim Brown in conter.:ift. 

1-7-78 Shea J. Heard on olaintiff's.cra1 
proof of claim. Judgment' entered for 
plaintiff (name) in amount of 
olus interest of 8% from date ""t-o-a~a-:-=-
for total of S olus costs. 

Exhibits filed in clerk's office 
vault. 

11-2-76 Murray J. Heard on defendant's 
motion for summary judgment and same is 
granted. Judgment entered 300k 9 =5~ . 

11-2-76 Bulman J. Heard on petition 
to foreclose tax lien. Final judgment 
entered. 

" " 
Courtroom clerks prepare the entries to be typed by clerk-typists onto the 
docket/face sheets. Handwritten notes should be legible; make certain the 
case number and your sianature are with the entry. 





PROVIDEl\'(E, S.c. S:UPERIOR (OUR T 

--~p.--=..J£:=!.---:-b~~--' Plaintiff 

vs. 

!21J&e 
FILE :: C;f- ?,f - d6 (j 

, Defendant 

JUDGMENT 

For Plaintiff: In the above entitled cause, JUDGi .... 1ENT is entered for the ?t..TP 

;'It.! TifE. /ToM T. dF J2' ___ - tf"rc 
I e~ 

! [For Defendant] (OEFOl V 

Judgment ,': 
Attorney for Plaintiff 

Book :: 
~====== 

Attorney for Defenclan( 

J~stic~ 

= rISr.~.-ti= 
D:-,te 19 78 

____ . _ .. _~Lt;-:~.= 
Clerk 

At Providence, Rlh)de ISI.IIlJ chis ! S D.1)' of 

o:::r 
L() 

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

=1....., 
o 
0-1-1 s,...,... 
-I-I..Q 
s,...,... 
::l..l::: 
ox 
uw 

:.. 



S-D-Form 32 
1~6 

~tntr of ~qo01? ]:elana ana Jrotria~ttrr Jlantatfon.a 

....... fJ~ .... ,5C. 

~;:D::::} 
...~ ......... COURT 

Civil. Actioa, File No .... ??:.-::..~:!.~ 

Judgm.en: 
(On Deci.rWn) 

This action came on ior = hesring before the Court, ~,[r. Justice .. (6I..d:.~.t.::') ............ . 
presiding, nnd the issues having been .;=l;.d heard and a decision ha\"ing ~n duly readered, 

It i.! Ordered and Adjudged 

""" ,h. ''';;'''''p''' .... i7~ ... bd..................... ...... ........ _m of ,h. d •• m ... . 

............. ~... ~::e ....................... tbe sum oC S .... ./t:j .. d'.t:J.. a ...... ......................... ::: .. 

h · b h • ""-~,,!/. "ed bid' . (. \\ t. mterest t creon '.t t e ratc at ~t a.; provla yaw, an !liS costS a action. 

cim ;ha "Iqintiff take nothing, thae tbe action be di.missed on the me~n~·ts~~"ui..i·:.!;I. .. ·~ __ ~rnd::r .. Irr', 

n.~t::! ~~ <fL ........................ , Rhod. ""m" ""' ... ...IJ:1:<!' ..... doy,. 

"'0 d .... 19 .?i: 

...................................... ({/.:h·N)· .... ·· ...... · .. ··C'~~ .. ~~·C~~~ .... 
8-149 

Other sample entries: 
1 Judoment for Defendant: 

that the plaintiff take nothina, that the action be dismissed on the merits, 
t~at the· defendant 

Richard Roe 
recover of the p 1 a i ntiff ________ --=J:.::o.:.:h:.:.n..;D::.:o~e=--_________ -f 
his costs of action. 

2 Judoment on Defendant's Counterclaim: 

presiding, and the issues having been t~tes heard and a decision having been 
rendered, AS TO THE DEFENDA~H'S COUNTERCLAIM. 
It is Ordered and Adjuded 
that the plaintiff ON COUNTERCLAIM Richard Roe recover of the defend 

John Doe the sum of S 5,000. - -
with interest thereon at the rate of 8 per cent as provided by law, and his 
action. 

=t..O o 
0 .... 
!-.
.... .,c 
~.~ 
:::!.:: 
ox 
ULL.I 



Superior-Form 31 
1-66 

emu Jrnoiul'ltrl' ~lul1tutilJnE 

SUPERIOR COunT 

Civil Action, File N 0 • .z.f::::..9. .. ~ ... ~ 

JUiU;ment 
(On Verdict) ~A

/;-
Thi.5 action C:lme on for trial Wore the court and a. jury, ~!r. Justice ...... (AlA-.M .. !::) ....................... . 

presiding, and the i5sues hsving been duly tried and the jury hsving duly rendered its verdict, 

thst the plaintiiI........................... ......... .... .J).~ ............................................................... recover 

It ill Ordered and Adjudged: tJP . 
" , ... d.i'''''='-··--;r··U . . ........ &,e .. _ ....... _ ............ _ ... _ .. _ .......... _-_ ........................... _ ...... . 
h £ <> 1ft) d.,,-, • - 'th' . h t e sum 0 " ••••••••••••••••• t: ... / ............. 'f<': ••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• W1 UltereSt t ereon 

e---;" 
at the rate of 6 per cent as provided by law, and his C03tS of action. 

_ 1: ,'- take nothing. thst the action be dismissed on the merits. !1nd th 

................................................. _"ecover o£ the plaintiff 

£) .. / /3' ~ 
Dated at.. ................... r.~ ...................... Rhode Island, this ................... L ..................... .. 

dAy Of •.• h.·.·· .. ········· .. ,9.),f: 
S-150 

Other sample entries: 
1 Verdict on Oefendant's Counterclaim: 

preSiding, and the issues having been duly tried and the jury having duly rendered 
its verdi ct, AS TO THE DEFENDANT'S COUNTERCLAIM 
that the plaintiff take nothing, ON COUNTERCLAIM that the action be dismissed on the 
merits, and that the defendant 

John Doe reCO'Jer of the plaintiff 
Richard Roe his costs of action. 

2 Verdi ct for Defendant: 

that the plaintiff take nothing, that the action be dismissed on the merits, and 
that the defendant 

John Doe 
Richard Roe 

recover of the or ........ -----' 
his costs of 

:. 



e 

CASE DISPOSITION REPORT 

JURY ~ NON-JURY 0 

FILE NO. -::::..~~_-=--__ J U DG E: 

CASE STAR7ED: 

Date: L- 13-?J! . 

Hour A.M. :< P.M. 

JURY RETIRED: 

Date: /- /S-- '?J! 
Hour II:/~ A.M. P.M. 

JURY RETURNED: 

Date: 1-/r.!:-?3' 
Hour _____ _ 3'. '/" A·M. __ =...._r..-<-_~_ P.M. 

VE R D I CT: _~!....-..;d;""!~~---ft~~_~-.!.7-.!Fi--_-'--_':"'-___ _ 

Clerk _--~t=':":...£/-,,'~=.::...N..¥-/"7)'----~----
(Must be returned for each case 

within 24 hours of disposition) ECO 
o 
04-1 
~.,.... 

4-1 • .0 
~.,.... 

::l..c 
ox 
UWJ 



·e 

te 

B1nt2 of iR~u1l211ELnnll nnb taroui1~Pnrr taLuntntions 
;O~ . sc. ., SUPERIOR COURT 

STATE 

Indictment :--:o.--,~--.,.-__ 
Infonnution :--:o.l"~ 7 8= -~ d c:! 
Complaint :-.10. ______ _ 

BAIL AND RECOG:--:IZA:-;CE CO:-IOITIO.-":S 

Bail/Recognizance having been set in the amount of S .s; (j 6 6 . at a hearing on arraignment. p.:!ition 

Now. therefore. the dl!fendant and his/her sureties. if any. do hereby acknowl.:dge hims.:Wh.:rse1f/themsdves to be indebted 

to the State of Rhode Island and Providence Plantations in the sum of S ,5, o~ a , the conditions of this ;; 

recogn izance being J.S follows: 

I. The defendal1[(sJ will Jppear before the Sup.:rior Court. as requireu for all scheduleu hearings upon notice 
being sene to the uefenuant(s) or to uefendanr(s)' counsd by the Clerk of Coun. or where appropriate. by the 
Attorney General or his uuly delegateu J.Ssistanrs. 

The u<!f.:nuant(s) will keep the p.:ace and be of good behavior. 

3. Th.: uef.:nuant(s) will not I.:;l'';': the state whil.: this lOaner is p.:nuing. without p.:rtllission of the Coun. 

~. Th.: defenuant(s) will notify his/her anorney/bondsman. and the Clerk of the Sup.:rior Coun of any change of 
aduress. 

5. The defenuanrtsl. (here ins.:rt any sp.:cial conditions) 

I:i AL--"~. ::i 4.&;:f-1.~) .zt:.. :: 

ACK,\JOWLEDG:V1ENT BY DEFE.'iDA.'iTlSURET1ES 

I understand that if I violate anY condition of,.w release. a warrant for mv arre~t may issue immediatelv. After arrest. 
and heann\!. if I am d.:termined to have violateu mv' recol!nizanct!. the rerms ~nu conuit(ons of any funher 'relea,e will b.: 
reuetermin~d. I ma} be hdd withour bail. or my b~il may be increase:u. and additional sureties required. The Swte may 
proc~ed again~t my ~ureties for violation of this recognizance. The Stute may abo proceeu against me by bod) ':.,e:cution for 
violation of Illy recognizance at the rare: of one ( I) uay for each 55.00 of saic.l recognizance. A violarion of my recognizance 
lOa> also be punished as conrempr of cuun. 

I agree to <:olllply fully with each ofth~ obligarions imposeu on my rt:lease: anu to notify rhl: coun promprl) in (he even! 1 
chango: rho: auure~s Ibreu below. 

Rel'::1sl! Order.:u: (-'PtE'rD ..=/ " c....J' dVT') 

S/f5-# 
·~/CI<!rk/s....; C ..... 1 .. l3.on<!r Ddenuanr 

L-/:?- ?tf 
Date Auure" 

EC'I 
0 
0"" 
~.-

Subs<:nbeJ anc.l W(1rn tlJ befllre me (/\\'e agree rn the foregoing ~omJirtlln' ..... ..0 
~.~ 

Ja~\'~197[f 
::1.: 

/STH oX 
rhi, uw 

::;ur~t)-

.:/~It/ -
Ckrk..fO.", r ""'''' . ~ '1 t F SUn!r~ 



'\ ~FFJ,I)/I\,:r,T 
, dc[t;nt!,'i\1 !; i.n l:I)(: .1I)u'/e 

1, _____ ---, - ) f: 
11 

:,' '.'I"'I:~' bcill",' Ch:ll':',I:d I/i.l:11 LIlt: <.:):illl~'(:; 0: , , . ,-., . \ ' -
'j i : r,:,"!>:il;tlll'l ;,cn~~nt:(:(!;) il\ll:llOl·L:.ccJ by ,1:11/ of: 
,'() ht n;l,), r.l,"1'~':: .:1ff.i.d.1Vit l.Ipnn ,'0;1(:11 .:tile! !;;'l)' tll:1!': I h,we been ':l<.lvi.:;(;d 
_:.,\'(' been c~:pl,1inecJ fully by my .:ltl:ot'nc), __________ -::---,. __ -:--___ -
""f:',1.'(lil1:3 th('! l1~turc of the cklLt,e .:lncl the cOI1!;eql!cnce!; of the pIe.:l o~ 
-mL'J'\' ;Jr.cJ'IWLO Cm)TEXDCr.E. 

I !J.Jvc been .:lcivi!;ed, 2.nG I fully uncle-:-!;\:.:1nd, tba~: I can pleild :\0::
;:tlILTY ilnd hiJv~ a tTiu.l 1-7ith II jury, or befo~c a sin~lc jud~e; nt St..:C;1 c:. 
:rr'::;-lI \'iould h.:.ve the benef:"t of the presumption of innocence, the P::-i..';
i..le2,c u".Jinst self inc:dr.:ir..:tion, the ri~ht to confront, .:lnci c;:05s-c::2.;:-.ir;~ 
~y accu~cr5 and the witnesses agninst me, the right to testify and to caLl 
'"itncsses 'in my aIm defensc, the riGht to have the Sl:.:.te prove me guilty 
~eynnci c rC2!;oncblc doubt bef~rc the jury or jud~c could convict me, and 
:hc right to nppcal a co~viction to the Supreme Court of Rhode Island, 

I have ulso been advised) and I fully undcrst.:nd, thClt: by plc~di,,~ 
:;UIL',ry or. NOLO CONTr::~1DEi'J:: I am giving up all of tbe above rig:.ts; th2.: ;:;. 
:)le~l of I-(OLO COliTEt;j)Sr..E is the same <lS <l plea of GUILTY for all purpcscs 
in this case; that the Court m~y i~posc a sentence up to the ml1xi~~~ scn
:ence authori.;:ed by L::r;'i, £ror.J Hhich there c;:;.n be ~m appeal; that if a ?lea 
:::£ GUILTY or KOLO Cm!'I'ElillE?J:: is 'accepted by the Court and is entered in C':;' 
:)ehalf, then I am bo:.!nd by the 'plea and mOly not '('iithdra~,] the £11122. Ur.:!.e5S 0::;:; 
~ermi5sion of the Court. ~ 

:' . 
- No promises have been made to :nc by the 

attorney or the Court except as follows: 

" 
0' _ 

'. 
prosecuting attorney, Oi,,, 

. ..... 

I Cllso unde~stand that for purposes of this case I am admi:ting suf
::icicnt f.:l<.:ts to subst<1ntiutc the charge(s) Hhich rm::;(,have) been brc:":f;ht 
2gainst me in the indictrnen:(s) to which these pleas relate . 

. ' • • ,0 

Defendcnt: 

SiBn~d and Sworn to at on the 
::.), of __________ ~ ______ --______ ----. A.D. 197 ______ _ 

Not.:ll."y Public' 

I Ilc!n~by cct'tif.y tll::l: r: 11,1Vtl c~:pJ ;ti:lec! tilL' .iUOV'! tLl ___ _ 
___ , •. ,'___ .. ;'lild (:11;)[: tllC! tlC;[C:iHI,'IIIl: 11.;:; )'(';111 ;11111 i 11( 

(I lilt' I'!I,'II (;-;::'i);-(;-t'!·J'uTjy'\,;~i.:I·:;I:,'Illd:: ;11.1, Id,::/IH!l: i'i.;',liI::: ;11111 Ll1t~ d,'/ 
,.llllil.'lril), ,;lleI il1ll-lli;',I'II!.I;' t:I1I'('I'::;1 pl .. :l tiC ~:ElJ'I:"." _\~(,I!,.r~ .. yl,:,!:I:: 
" LI)(: CIi:IJ'I',I:(::) i,ll J,llIli 1'1 IIIC'III', 1\l1::IIII'I'\'11 ' , ..... --_. - ... __ ._-_ .......... _ ... _ .. - -..... _ ...... , 

. __ .... _____ .. _ ...... I... . .......... .... .. , , .. . 
A ( I "1'1 \, -:,' 

----



1.1::,':'TF'rCJ\'!'I: ()F ,lllfl(:l: 

\ 
-------,-----

\ 

STATE 

This certifie~ th~t the defendant in the above-entitled 

indictroent(s) has come before me, in the presence of his attorney, 

and presented the attached affidavit and attorney's certification. 

Thereupon, I have addressed the defendant perso~~lly, in open court, 

and he has escnblished by his responses to my questions that he has 

been fully 'inforned of the content of the affidavit, all of the rights 

enUriler<lCed therein, the nature and the con~equences of his plea as 

set forth therein, and the range of punisb:,ent ~ ... hich !:light be imposed 

upon him as well as any assurances made to him by his attorney, the ~ --prosecuting attorney or the court, as specifically set forth in said-

affidavit. I have also bee~ satisfied ~y the defendant's assertion 

and the content of the affidavit, that the::-e is a factual basis for 

this plea. I find that this plea is made voluntarily and ~.;ith kno'';

ledge and und~rstanding of all matters set forth in the attached 

affidavit, 

DIm::: /-/:? - 7 8" 

Justice 
'Superior COllrt 

I I 

:. 



1. 

Samole Crimina}.Oocket Entries 

Dorond~nt arrniG~Dd nnd plcndz not 6ui1ty, sivon personal r!coGn~z~ncc 
in ~'LU·.1 $1,000. Eatr!"" of C'I~·~pc::!.rt!.ncc filed, rei'c!'rea to ?u.bli.c ~ci"cn::~::f 
or continued to to deter~in9 attorney. 

2. j)cf~:1dant arrniFnod <:.r.d pleads not guilt:;, for ,,;ant Ol~ bail in St:.~l 
i8 co::::ni t te d, etc. 

5· 

nn~n"d~n~ anuea~s e~~ ret~"cts ~'~a of not guilty, ~e~ln arr&l~~eC a~~ 
pi~a~s (;Uil~~)-~olo'~onte;~er9)';;d sentenced to the ACI fer 

Judsc:n0nt of con'riction enterod. 

DO!'endant appears and :'etrc.cts p;Lea of no't £ui1ty, again 2!'raif,nei anc. 
ulends etc. and placed C~ probation for ~ , gives per~ona1 
~scogniz(lnce i:J. SU!:t S1,000. Ju.dgs!''!snt 01' convictio:l ente:'ad.. 

Defendant appears ar.d retracts ?len of not guilty: again arraigned an~ 
1Jlo~ds , sentenced to the ACT. for ___ ....,..' sent'ence is suspended, 
urobatiCi"iifor , gives pel's onal recognizance in sUr.' .. $1,000. Jt!.dGe::-,I:)' or conviction en~ered. 

'l6. Dafendant a'Ppeal's and retracts plea of not guilty, again arraigned an~ 

8. 

pleads , sentence is d:Ji'erred and gives 'personal recog::.i?ance in su::-, 
$1 , °00. JudGement of conviction entered. ~ 

Def:Jndant appears and continued to 
H/obail. 

for violation hearing. com~itted 

Defendant appears on violation hearing. ~·ritnesses 5"10rn J 

after hsnring defendant declared to be a \'iolator and suspension of 
sentence remo\'ed, defendant ordered cO~~::litted on sentence p!'sviously 
imposed of ___ and com:dtted •. Judgement or convicti::m entered. 

Defendant arl'aigned a::.d pleads nolo contendere, continued for sentence 
to , si'res personal recognizance in sum $1,000. Court orcers 
psychiatric evaluation. 

10. Defendant arraigr:ed and ?leads not guilty, for ,·rarj~ of bail in su:. 
is co:mnitted. Same day dai'ondant give bail sum • ?'ecog. # 

11. Dofendant arraie:;ned and pleads not guilty, for i·rant of bail in sum __ _ 
is committed. Same day dei'andant gives cash bail in SUm • 8ail 
furnished by name J address.. ---

12. Defendant ap~cars and heard on motions to 
denied, orders to enter. 

gra.nted 0:::' 

1.3. \'!2.!'ra:J.t ordered and issued. 

Defer·dant appears and retracts plea of' not guilty, again a:::'!'c.igned and, 
nlead~ , sentenced to the ACI for , sentence suspanoad, 
p:'obation for ____ J said probation to co:n~ upon release from ACI 
c.n4scntenc~.~noH '~~c"'l!i~f; ... ::rle 5;j,a."es personal recognizance i!l sum $1,00:) 
Ju~.ger::on·G \""'.1. con,.. _ t",.!.. ..... ~4 ~ .. J,LI _ .... 

Defendant appears and. !'ctracts plea of not Builty, aga:!.n 2:,:::,ai~"", ,..-'---"--, 
pleads , sentenced to the ACI for from and afte:' the B) 

of senteriC0 no',r s~rvins and cor.r.i ttcd.'Judgem~nt of conviction, 

16. • •• gives peroonal rcco~nizancs in sum tl,OOO to rc~ain at ~~rnt 
HOUSE) or Hope until fl.!l"ther ord.er of C01,.i.t"t,. 

• r 
J. : • 

11 •• continu.Gd to . ___ foT' bail hSClring, co:-::.mitted ~!/o buil. 

Dc.:'e:!d~!'1J.; upp~.n.rs .h'" bail hearinc, , .. rit;nc~seG':, ~p .. :Ol'n 
b~il rG~0t nt , for wnnt of bail in sum 
~:'1.:"10 d~ly C(~renci..:'!nt ei"/E!S bail or c2.s!-~ oail i\'1 ~U7;t 

1 a:""t 
is CO;7'"~7"".i..::'t~c 

\ ____ • J 

;~~<.~r;~~; "\;~; '~~7 ~ "t~:o~~'(.~ :;~~.~ ;'t~o~l~'~ ;~nd~~G~~~~~ 1 c~~.~;~~~~~ !"e CO:":",:: i '.; r 
~:/o ~r-.il 

·::·~\~~·~o~Ql rccn~:-li;;:~r.co :'r .. -j_ ..... ___ -' 



Sample Criminal Docket Entries (cont'd.) 

20. n~~and~nt cpp~er$ ~~d c~ill ?~~cists in his pl~Q or n0t c~~lty, C2sa 
opan= to tho jury 2nd tricl.procDcds. 
·::.'::,:i.901 ~rooC'cd:; and co;:cludcs. '1';:::: ju.ry l'et:..!!"os fl. lier-diet o:~ --zuilt;J 
a~ ChC.2"c;od -- not;; ~tiilt~r. 

j!ot E7uiltj'-~Ju(:cc~:~nt of Elcc:~!ii:ta.l entered. 
guilty,. continued fOl' sentence: 01' actc.:.:tl s.::ntQ;'!cinG 

21. l'Iotiol1 to diz:-::iss g!'ts.nted. ~:o cc.:::~s. 

22. Com::inv.ec. to _ fa"!' proc-;re;:::s report. 

23. Se:1tcnced 
__ p6.id. cos·be· • Pine 

entered. 
of and costs at: 

24. Defendant appears, retracts p,lea of not guilty, again arraigned, 
pleads nolo contendere and is sentenced to the A.C.I. for 10 years. 
Defendant IS-ordered to serve the first 6 years, and the re~3~n~ng 
4 years is suspendej, probation for 5 years; said probation to 
co~ence-Upon ae~endantts release from the A.C.I. Judgement of 
Conviction entered. 

* * 

Courtroom clerks prepare the entries to be typed by clerk-typists onto the 
'docket/face sheets. Handwritten notes should be legible; make certain the 
case number and .:tour signature are '/lith the entry. 

--

:. 



RH1AND 

-it#t"s..r ~.~ 7,(/:"1... 4,1( 

Ift.iA,qiAl~ ~ r t9cI 

.6tatr of ~haIlr 1f.alunu ano JraoiIlI'nrr 111antulian.a. 

P1tovm:&.l!Cl!:, Sc. 

To ilie Sheriii cf ilie County of Providellce, or to h.is Deputie5, &Ile! to ilie W&rcien of 

the Adult Correctioca.l InstitutiollA, ill said County, 

... =:::~;,;.;~~;;;!~~i;;;dS;.:-h~i;;;;;;;;:;~d;;;;:i:;:7;~~;;;; 
Providellce Md BristoL.. ...... ?~ ... ..2.cf::..~ .. ~.::?..~~ ............... w..1..T...&.£.s..£ ..... : ..... (.:.~r.1/..r. ............. . 
.. ··_-'P-.d·T.c.·T .. ·I.13. .. AN..y) .... · .. · .. ·· .............. · ........ · ...... · .. · ....................................................................................... . 

and whereas said Court orde!'3 that :aid respondent be relllallded into the custody of said Warden, in the 

County of Providence, to be held s.s oi his o~'"insl cOCIunitoent. 

We cOllllIlAlld you, said sherUIs or deputi~, to take said respondent and him convey to oaid Ws.rden, 

&lld you said Warden are hereby com::na.nded to receive said responden: into your custody and him hold as of 

his origi.c.a.l commitment • 

........ ;~:.~~ ........ : .. :~ .. ~.: .. ~;:.~::.~.;:~:::~.~ .. ~~.~:::: .. ;;:~::::::::::~ZfT.d.:::~.::::·.::::::::::::::::::::::::::= 
dAy of....................... . .............................................. ,;L D. 19.Z~ .. 

... _ ................. (..:S.I.~ ........................... Deputy C1~:k. 

S-189 

Samp1e form entries for typical situations for which the form is used fonow. 

1 ~lo Acti on: 
hs.s this day been produC1!db!ore ilie Superior Court oi said State holde!l3.t p.ovidellce, ior the Cotmtie;, of 

Provideoce Md Bristol... ....... ?2 ... ?..i::..:::::'5(g, .~ ............. N..~ ..... fi: .. c, .. r.:.i.~.!'/.:=:. ....... ~.a .. ~r.:: ....... . 
.... _ .. rQ ......... L:::: ... ~.~ ... 7: . .?& ......... (I. E.. ... P..t'!.r.E. ..... :!.:.(~~~ ............................. ~ ............................. .. 
................. u •••• _ ................................................ _ ............................................................... u .................................................... . 

.. _ ................. u •• _ ........ u_ ....... uu.n .................... • •• •• ••••••••••• _ ............ u ............ _ ••••••• _ •••••••• __ .... n ................ __ ••••••• _ •••••••••• __ ........ . 

&Ild whe~ said Court oroel'3 that osid re8pondent be t'l!lIlaIlded into the custody of said Warden, in the 

2 Violation Hearino, Bail Hearino, Etc.: 

hAs this dAy been produ~!ore ilie Superior Court of said State holde~ at .P-.ovideoce, for the Counti~ of 

Providence &Ild BristoL... ... :.I.:.~ ..... 2:r.. .. -:;::.~.~.<'-................ (J..N.:' ...... d£ALf.l..'N..~ ... ~ ... G .. ? . .!!I.:r.:::. 
.... __ ... T..9. ........ 1.~1...r...-::.2~ ........................................................................................................................................ . 

&lid whereas said Court oroe!'3 that <Aid respondent be relllallded into the custody of said Warde~, in the 

3 DUring Trial: 
h.u thia dAy been produc&.'beiore the Su~rior Court of said State holden at P.ovidence, for the C<Jtmti~ ,<l'-----..,. 
Providence &Ild BristoL. .... : .. ?..~ .... 2t..:::.~.~.q ............... (i..N.. .... z:: t.e/.:A..~ .... ::::: ..... ~ .. ~.N. .. r.:: ...... r.::.~ 
.... _t.::::lfl..~.Z.~ ....................................................................................................................................................... . 

and whereas eaid Court ordel'3 th.s.t .aid re~poodellt be remAllded into the custody of said Warden, in 

4 Sentence: 

h.a.e this dAy beea produC1!d ~ore the Superior Court of said Stat<! holdell at P.ovidence, for the Countil!> 

Pro~ence &Il'A. B~.stoI. ......... ?~ .... 2.f:. .. -:=. .. 4.t;?~ ........... s..c..~T. J:t..~!.. <; .. ~ P. ......... Y...T. .. .:t. .. := ... .. 
.... -x.·y.s. ........ · .. ····:r..···· .. ·~<r ...... ;!·ytf.·B.<e .. ~ .. e ................ c.:..r...:!, .. ~ ... <,y~ . .r. .... !.f..~j 
..... ,t/~ ..... .lI!2.<!!.If.. .......... ~.~.d..~.v..(Jr.s#.r.. ....................................................................... ;;; .................. .. 
.................................................................................................. J.::~ l!.~.M.J£.N..r. ....... r.f? ...... c..P..~ .. f!.:..Q..!o:l ... k .. ~ .. ___ .-J. 

&lid wheresa said Court orders that ;:aid respolld~llt be remanded into the custody of said Wardell, in the 



L 

~tut.\? of i1qaDP 31slilUU anu llrrmiol?mr 13luntutians. 
Sl:PERIOR COGRT. 

PRovua::;CE. sc. 

/ - I.:? ~C!.. ............................................................. A. D. 19 ...... 0-

To the Sheriff of the County oli ?rovicience, ............................................ or to his Deputies, 
alta to lite W:,:rdcn oi the Adult Cnrrcctionai rnstitutions in said Count::, 0.1. GREET!SC;: 

WHEREAS, the Grand Jury h:J.\·c retumet! :J. Bill oj Indictment ';J.g:J.iDS:~:.= .. ~~ .......... . 

i::::~:~::;~y~:~;:;~~::::::'"';':':~"':!::~~~~~~~~i~~~~ 
~:::i:: ~,~~:[c~~\~n~_:~.~::l:~:(~.~~~:t.~~:.~:~~ :J.n~ .. ~;:;/:.:M.~.~.J:..~.~.~~ 
••••••••••• u ••••••••• u •••••••••••••••••••••• : ............................................... , .............................................................................••••• ~I 

You, the said Sherin: or Deputies, are thereiore hereby commanded to t:J.ke the body of the 5aid defendant 
and him convey to said Warden, a.nd the said W:J.raen is hereby required to receive the >:lid deiendant into his 

custody and h there saiely keep until h shall be duly discharged according to law, :J.rd ior so doing 

this sl~ll be your sufficient Warmnt. 

Hereof iail not, Occ. 

WrrNES3, th our SUPEaIOR COURT, at Provici~QI!e, tbj1; .............. /;!..7..f.I: ................................. . 
day oi ...................... ~. "",,,,_~ ....... .., ......................... ................. A. D. 19.?d:-

-================= ... = .......... _ .......... &r.:.~.N) ........................ Ckrk. 

1 At Disoosition - In Lieu of Bail: 

on 'lIhich Indictment the said defendant has been arraigned an.d pleaded Aei;-~~H~)' NOLO 
CONT 2-12-78 SENTENCE, and was ordered by said Court to enter into recognizance in the 
sum of twent.'1 thousand or lOj~ cash Do 11 ars, . . . 

2 After 8ai1 Hearing: 

and was ordered by said Court ~9-eA~e~-~A~9-~ee9§A~=aAee-tA-~~e-s~~-9j committed 
wlo bail getta~s;-"~~R-s~~e~)'-#9P-R~5-a~~eapaAee-aej9pe-5a~e-be~~~-3~-aAY 
f~t~~e-t~ffie;-wReA-sa~e-;Aete~~eA~-5Aatt-ae-eat+ea-f9P-~~~a+-9P-seA~eAee-aAe-Ra5-Regtee~ee 
aAa-~ef~se8-5e-t9-ge+ -

3 Bail Set - ~Lieu of Bail: 

and was ordered by said Court to enter into recognizance in the sum of tllenty thousand 
or 10% cash Dollars, 

4 After Trial: 

on which Indictment the said defendant has been a~~a~§AeS-aAS-~+eaaeS-Ae~-~~ft~y,-aAa 
"FOUND GUILTY AFTER TRIAL" was ordered by said Court J;9-eAJ;ep-4fH:9-l"eSeEjA4=aAee-~R-~Re 
S~ffl-9f committed wlo bail g9+taI"S;-Wt;R-5~peSy-f9P-k~s-a9peapaAee-aef9~e-5a4e-£e~I"J; 
at-aAy-f~t~l"e-itme-wReA-5ate-~AeteJ;meA~-gRa+t-ee-ea+tea-~ep-~~~a+-ep-5eA~eAee-aAa~ka5 
Ae§tee~ea-aAe-~ef~sea-59-~e-ee~ 

5 :\fter iria1 - In Lieu of Bail: 

on which Indictment the said defendant has been ap~ateAe8-aAe-3tea8e8-AeJ;-a~4t 
"FOUND GUILTY AFTER TRIAL" and \~as ordered by said Court to en'ter into recogni 
the sum of twenty thousand or 10;; cash Do 11 ars, 

* * * * * * * 

The above are sample form entr'ies for typical situations for which the 
form is used. 



Affinllation 
substi tution for. 
to jury 

to qua 1 i fy. 5 
to swea r in. 5 

to ~Ii tness. 3 
Alternate jurors 

in civil case. 20 
in criminal casc. 40 

Appearance, entry of, 30. 31-32 
Arl'aigrulleut, gen., 29-33 
!lail 

at arraignment, 30-31. 33 
forlll. 30-31 
hearing, 34 
surety ba il Oil th. 33 

[lench warrants 
i SSUilllce. 28, 32 

Calendars, see also specific headings. 
this index 
ci vil 

daily trial, 9 
formal/special cause. 10-11 
Illation, 14-15 

criminal. daily calendar, 28 
Cash bai 1. see [lail. this index 
Con ti nuances 

formal/special cause matters, 10 
motions, 14 

Cos ts. 45 
Court lo!), see Court R,,1cord [look. this index 
Court record hook, 7-8 
Ouily calenclill' (criUlinal). 20 
Dili ly trial calendar (Clv!l), 9 

INDEX 

Ill. Courtroom Procedure 

Disposition case 
defioi tion. 28 
guilty/nolo. 36 

Docket entries 
civil, 23 

sample. 53 
criminal, 47 

sample. 61 
Exhibits, 1-2 

labeling, 1 
log entry. 2 
storage. 1-2 
to jurors, 2. 41 
wi thdrawa 1. 2 

Foreman, appointment of 
in civil jury. 20 
in criminal jury. 40 
in grand jury, 26 

Fonnal/special cause matters. 10-13 
appoi ntmen t5, 11 
Cil 11 i ng of ca lendilt', 10-11 
con ti lIua nces, 10 
duties. in-court, 12-13 
hearings, 12 
statistical repr-j't. 13 

Grand jury. 25-27 
oath 

to qua 1 i fy, 25 
to swea r in, 26 

qual i fyill!l. 25 
report of, 27 
tel'lII of, 27 

!leari n!Js 
lIa i 1, 34 
v I j) lilt ion, 35 

" 

rr r.65 

Impane 11 i ng jury 
in civil case. 18-19 
in criminal case, 37-39 

Interpreter, oath to, 42 
Judgments (civil). 24 
Judgment on conviction, 43 
Jurors 

excused. 4 
in ciVil cases, IB-20 

examination, 18-19 
challen!les to, 19 
oath to. 20 

in criminal cases 
a 1 lema tes. 40 
cha 11 enges to, 39-40 
oath to: 39-40 
voir nire, 30 

list of, 4 
sub-panels ,. 5-6 

Jury. see Petit Jury. Grand Jury. this index 
Jury Conrnissioner. 1\ 
Mitlilllus, 47 
Motions. 14-17 

calendal', 14-15 
continuances. 14 
duties in court, 16 
for new trial 

civil, 17 
criminal, 44 (cOllinent) 

Oa tlls 
I~rsonal roco!Jnizance. 30-31, 44-45 
surety hail. 33 
to !waucJ jury 

jury keeper. 26 
/(1 III 1 i (y, 25 
$ tenograpliel'. 26 
swellr in. 26 
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Courtroom Procedure 

Oaths (contld.) 
to interpreter, 42 
to jury panel 

to qualify, 5 
to s\~ear in, 5 

to peti t jury 
in civil case, 20 
in criminal case, 40 

to jury keepet', 40-41 
sequestet'ed jury, 41-42 

to ~Ii tne5 S 
Personal recognizance, 33 

forllls, see Ilail, this index 
oath, 30-31 

Peti t Jury 
in civil matters, 18-22 

impanelling, 10-19 
in terroga tori es to, 21 
po 11 i ng 0 f, 22 
verdict of, 21 

in crililinal Illatters, 37-42 
impanell ing, 37-39 
odth, 39 
voir dire, 38-39 

Petit jury panel 
qual i fyinn. 4-5 
slIu-panels. 5-6 
sw!arillg in, 5 

Plea (guilty/nolo), 36 
retraction of. 36 

Remand, 46 
Sentencing, 43-45 

deferred, 44 
fined. 44 
probation, 44-45 

Sure ty ba il, 33 

Index (contld.) 

Trial 
duties of clerk, at, 23 

Trial calendar, see Daily Trial Calendar, this index 
Vet'£] i c ts 

tilking of, in civil rnatter, 21 
Wdiver, of trial, 36 
Witness, swearin9 in, 3 

"1.66 
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Financial Matters 

This fiscal clerk, or bookkeeper, is the custodjan of all case

related mOBies deposited into or paid out of the court. It is the 

Clerk of the Supel'ior Court, however, ~Iho is ul timately accountable 

for these funds and it is for this reason that checks are sinned by 

the clerk ~Ihenever possible, even though one or 1II0re other persolls 

may be authorized by the Clerk to sign checks. In Providence, with

drawal of funds can be ilccomplished only upon order of the court; 

checks dril~m must be signed by the Clerk and witnessed by a Superior 

Court Justice, with the exception of checks $100 or less 

rncp 67(b)). In snlallel' courts, a judge is oFtell unavailable, 

so a judge's signature may not be required. 

In Providence, two accounts are maintained: (1) The Registry of 

the Superior Court and (2) The fines and Costs accounts, 1 Into the 

Registry are deposited ill funds other than fines and costs. The 

11\1 though types and numbers of accounts vary from court to 
cour t, the procedures for each ma t ter a re !Jenera lly Uw sallIe. 

" 

Introduction 

IV.H 

Registl'y con~ists of several types of accounts, as described later in this 

section, for cash bail, deposits in escrow, entry and appeal fees, miscel

laneous fees and payment to jurors. 1\11 withdrawals of funds are made from 

the fiegi s try Accoun ts . The Fi nes and Cos ts accoun tis a check i n9 accoun t 

in ~Ihich ,are deposited all fines and costs; the balance in the account is 

sent monthly to the General Treasurer. 

Responsibil ities of the fiscal clerks include: depositing and safe-

keepi ng of funds i rna intenance of account jOlJrna 1 s i reconcil i a ti on of 

accounts; trarslilitting funds to General Treasurer; maintenance of files 

for audi t; and such reports as may be requi red by the Court Admi n i s tra tor's 

Office or the GL'neral Treasurer. 

5178 

" 



. .,. 

LIST OF EXHIBITS 

1 Deposit/Withdrawal Slips . . . . . . . . 23 

a. Ca~h bC\il deposit 

b. Cash bail withdrawal 

c, Deposit to checking for return of funds 

2 Receipts Transmittal Voucher. 

3 Invoice-Voucher .... 

4 Jury Payroll Sheet. 

5 Letter to Juror's Employer. 

6 Refund Voucher . . . . . . . 

7 Uti 1 i ty Purchase Order-Voucher. . . 

o Reques t for De 1 i very . . . . . . . . 

IV.iii 

" 

24 

25 

26 

. . 27 

20 

29 

30 
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Financial Matters 
Maintenance of /'.ccounts 

DESCRIPTION 

Maintenance af Accounts 
rfii·ce-fpts·----------

Deposits to nark 

FORM NO. 

Ell. 1 

.... -...- ------_ .. ---------_ .. ----_._------_. -.. -. 

STATUTE 
0(1 PROCEDURE 

CASE REFERENCE NO. __ - ____ _ 

COMMENTS 
RULE 
----~--------------------------------~-------------------------------

II receipt must be cOllipleted for any IIlonay received 
by the court over the counter. The receipt machine 
coutelius an original and two copies of pre-/llllilhen.!d 
receipts. 

a. COIIIlll e ta rece I p t I en teri n~; 
c<lsh. (cheCk. money order) 
individual's name 
case nallh~ (number) 
amount paid 
your signature 

b. Give original to individual. 

c. Attach paywellt to copy of receipt; place lIIulley 
in safe place. 

d. Retain receipt copies in chrOnological fi"le. 

If error is made on receipt. mark "VOIO" on all 
copies and staple together. 

!lecause the bookkeeper is responsible for all 
funds paid into the court, it is important to illal\e 
~'e!lular hallk deposi ts of these monies. [Ie certain 
to place ,Ill lIIont!y ill iI locked plaw until depo~i t 
ca n he lIIiIllu. 

iI. Milke out deposit slip for each account in dupli 
cille. In addition to 1I00'mill (!IItrl('s (date, 
total ililiOlUlts hy elwck , cash). case illforll~1tion 
should he entered (lIilllle. nllillhet') where appl'o-
priiltH. IV.I 

I' 

The hookkeeper does IIot oft!.!n I'eceive money 
directly from the individual paying money into 
the cUUI'l. Usually the COlillter clerk or clerk 
collecting fines cOllipletes the receipt or nay
/lien tis recei ved by ilia i 1. 

In Newport County. there is no receipt machine. 
A. receipt is always completed for cash bail; on 
other occas i OilS, uj',on reques t. 
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Fi llarlC i a 1 Na tters 
Na in tenilnCe 0 f Acco un ts 

DESCRIPTION 

l.:i thdra~/a 1 s 

Bankbook 
Reconc il i a ti on 

FORM NO. 
STATUTE 

on 
RULE 

RCP 67(h) 

PROCEDURE 

b. Retain depos; t 51 ip copies with bank hook. 

Authorization is required (i.e., an order of lhe 
judge or clerk of the Supericr Court) hefore any 
~rI thdrawa 1 may be made. 

~laney ~Ihich has been in a passbook accnunt must 
first be withdrawn fmln that account; then de
posited in the "zero-balance" checking account, 
from which a check is drawn for return of funds. 

It is important to reconcile the bankbook with the 
monthly statement as scon as pos~ible from date of 
its receipt. 

a. To reconcile: 

CASE REFERENCE NO. __ --____ _ 

COMMENTS 

0) Add deposits for present month to previ~us The reconciliation procedure is often explained 
month's Lalance; on the reverse side of the statement. 

(2) Subtl'acl dish.ursements fot' present month. 

If rlJsul ting amoull t does not equal tha t Oil s ta te
ment, check figures again; call bank for assistance 
if necessary. 

h. Note on account checkbook: "Account balanced 
(dil ta). ~' . 

c. Iletai:l statements, deposit slips and cancelled 
checks in chronological file for auditOl'S. 

IV.2 

I' 
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Financial Halters 
Reg i s try 

DESCRIPTION I FORM NO. 
STATUTE 

OR 
RULE 

Rep 67(b) 

PROCEDURE 

The "Reg i s try of the SU[lerior Cour't" cons 15 ts 0 f 
the followi n!] sepal'a te accolln ts. 

(1) Pe tly Accoun t - one sav i nflS aCCllIJn t inc IlJ(J i n!l 
all cash uail or escrOl'/ deposi ts of $100 or 
less. Ear'ned interest is forwarded twice a 
year (Hay.November) to the General Treasurer. 

CASE REFERENCE NO. ________ _ 

COMMENTS 

Individual Accollnt- individual savinqs accounts There appears to be no statute or rule requlrlng 
for cash ba i1 or escrow deposits exceed i ng tha t cash ba il be depos Hed in an in teres t-beari nn 

(2) 

$100. Interest is compounded quarterly; if accoun', .. 
bail reillains deposited for at least one quarter 
interest is earned on the money and subse-
quently paid to the bailor upon withdrawal of 
lJa i 1 . 

(3) Checking Account - "zero-halance" checking 
accounts in various banks to which money is 
depos ited and illilled i a toly withdrawn by check 
fo\' re turn 0 f lIIoney depos i teet wi th the cOllr' t. 

(4) Niscellaneous Account - a checking account for 
all "over' the cOllllter'" depos! ts. including 
entr'y fees. executions. certi fication and 
c,'llyi ng fees. ilppeal fees. 

(5) Jury pilYl'ol1 Accoun t - a check i flU aCCOlln t from 
which all 'Wilild tlnd 11(!l.il .lurcH'S ilre paid. 

IV. :I 

I' 
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Financial Matters 
Regi s tr'y 

DESCRIPTION 

ff..l..ty! !!!d i '{.i ~h.l~.l 
J\ccounts (criminal 
--_ .. - matters) 

Cash Bail Received 

fORM NO. 

Ex. I 
a 

STATUTE 
Oil 

RULE 
PfWCEDURE 

The receipt for cash bail is completed by the cler 
ical person accepting it and a duplicate receipt 
attached to the case file. The case file and cash 
hail are then transmitted to the bookkeeper. 

Upon receiving cash hail and case file from the 
court: 

a, Oetermine appropriate account 
if amount is $100 01' less: Petty J\ccount 
if amuunt exceeds $100: Individual J\ccount 

Make journal entry. 

U. Make entry on docket/face sheets. E.g., Check 
for cash hail received in sum of , Registry 
book number, paoe. --
N.B.: If cash bail is received 011 a hind-over 
case, make elltry on bottom of complaiot: date 
received by bookkeeper, amoullt of llail, account 
book numbe\' and pa~le. 

c. Complete deposi t slip, enterin!l: 
case number, C1l5e name 
accoun t book numher' and page. 

d. If payment of hail is hy check, enter on 
reverse 5ide: 

case numher' 
case name 
Regis try of Superior Court 
(Stamp] "For deposit only" 
lIave f!!!~ si!Jn. 

e. Depos i tin Iwoper accoun t. 
IV.4 

I' 

CASE REfERENCE NO. ________ _ 

COMMENTS 

See also p. 3 (l,2). Petty and Individual 
accounts. 
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Fi nancia 1 Ma t ters 
flegistry 

DESCRIPTION 

Cash Uilil With(h'awal 
(Il(!tlll'n of [ash Bail) 

FORM NO. 

:x. I 
b,c 

,~ ----_.-.- -~.- .. - .. - ~-. --"~'--"'--' .------.-.-----~.--.+-... 

STATUTE 
OR 

RULE 
PROCEDURE 

Ilep 67(b) Upon receipt of properly signed order for wi th
drilwal of cash bai 1: 

iI. Ileild order lo delennlne who is to receive t1w 
hail. When altol'lley fees have not heell prtid, 
the order lIIay 5 ttl te tha t the ba il be re tUl'lled 
to the defendant and attorney. I f so, the check 
for the bail alllount is lIIade payable to tI~ def
fendan .L.!!.!!1J:~2..t torney. 

h. Issue check to designated person in the alllount 
of the cash bail pius any interest (I.e., the 
balance in the account): 
0) Wi thdraw funds frolll petty account (or 

close out individual savillns account); 
(2) deposit funds in Ilegistry checking ilccount; 
(3) issue check; if the amount of the check 

exceeds $100, the check IIIUS t be signed 
by the CLEIlK (01' other authorized person) 
!!ll!!. anyJlWge of the Superior Court. 

c. Mail or qive to desinnated person. If lIIailed (to 
attorney), enclose a cover lettCl' and keer a cop~ 
of letter in case file. If picked up ~n person, 
lIIuke out receipt from genertll receipt hook and 
a t tach rece i pt to Order for \., i thdl'i1will. I!ef) lieS t 
proper identi ficdLion berol'e releasinq check, 

(I. En j'er check nlllll!l(!l', a IIIn II II t of check, to whom 
chock i 5 1I~\lII!, ilia i 1 i 1I!1 addl'es 5, alld date II f or
der to release in ,journal. 

e. Eflter nn face slieet: "II! ilccortlilJll:e wi th the 
order entered 011 ~il_te, Cil5!1 bilil r'eleilsed." 

IV. f) 

,. 

CASE REFERENCE NO. ___ -------

COMMENTS 

Interest in ~ account goes !!Q.t to the poster 
of bail but is sent twice a year to the General 
Treasurer. 
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Finallcial ~'atters 
Regi s try 

DESCRIPTION 

Forfeiture of !Jail 

Depos its/Wi thdrawa 15 
(C i v il t~a t te rs ) 

Release of Attachn~nt 
[Iepos its in Escrow 

FORM NO. 

Ex. 2 A-26 

STATUTE 
OR 

RULE 

IHGLA 
10-5-57 

PROCEDURE 

Upon receipt of oreter ordering that Lail be for
feited: 

il. Ellter Oil docket/tace sheet "h.lil for _$_hy 
oreler remanded to General Treasurer." 

h. Draw check in proper alliount payable to General 
Treasurer: 

(1) 

(2) 
(3) 

Wi thdraw funds fl'OIll petty account (or close 
out individual savillfls account); 
deposit funds in Registry checking account; 
issue check. 

c. Submit check and Trallsllli ttal Voucher to Gelleral 
Treasurer. 

In a civil matter, the bookkeepel' is to receive 
duthorization in tile form o)f all order either to 
deposit or to ~Iitlrdraw funds. For deposit, follow 
pr'ocedures ·for "cash bail received." 
For ~Ii thdra~la 1, see "cas h ha i 1 wi thdr'ilwa 1 . " 

fire attorney llIay r;!lease attacllllient on property hy 
deflos i ti IIg in escrow all illllOUIl t equal to the "d 
~..!!~.~~~!! 011 tile W"i t of Att,lclllllent. 

iI. Oeposit in individual savings account. 

h. Notify Town/City Hall clerk that court is in re
ceipt of t_illid that attachment lIIily be released. 

File copy of letter ill case file. 
IV.6 ," 

I' 

CASE REFERENCE NO._, ________ _ 

COMMENTS 

5/78 



Financial Matters 
flegi 5 tI,y 

DESCRIPTION 

IIc.c0un t . /loot.c I !!!'!1~..!:l 
~~ltIj£~ 

fORM NO. 
STATUTE 

011 
RULE 

I 

CASE AEFEHENCE NO. ________ _ 

PROCEDURE COMMENTS 

Any mOlley left with the court exceedin!1 $100 is 
Jeposi ted in a !1!~,! individual savings account and 
case !!Iltril~s are JJlade to tile ledger. 

On the left-hand pa!!!! of the ledger, include the 
following: 

name of bank in which account to be opened. 
da t'e rece i ved by bookkeeper 
description - cash. check number, who furnished, 
address 
illllOllllt 

Un right-hand page, cntDr: 
case t j tle ilnd nuolher 

I~hen account has been opened, enter savings 
ilCcoullt nUlliber Oil ri!Jht-h~nd page. 

Hhell lIIoney is to be returned to derositor: 
a, Withdraw total balance in illdiv dual silvill!1S 

account 
h. Oepos; t i 1\ cliI~ck I ng ilccoun t 
c. rssue check for SilmB ilJIIOlmt to depos i tor 
d. Enter in journal: checl< numher, date, amount 

and liill illice ("0"). to vlhOlII check llIade ilnd 
releilsf.!d; dale order Ilnterctl. 

5178 
IV.7 

, 

" 



------------ --------------- --

_ e 

Financial Matters 
Registry 

DESCRIPTION 

Journal entry 

Reconciliation of Account 

FORM NO. 
STATUTE 

011 
RULE 

PROCEDURE 

Tc this account are deposited: 
Ci vil entry fees 
Execution fees 
Certified/Copying fees 
Appeal fees 

Heceipts and money are t.'ansferred daily to the 
bookkeeper for accountin!) and depositin~l. 

Dildy ent"ies OI'e made to the journal, \~hir.h shO\~s 
the daily total as \~ell as a breakdown hy cate!)ory 

a. r nc I ude in journa I en tt'Y; 
1) date received by hookkeeper 
2) t'eceipt numbers (f.'orn n to #) 
3) lota'l alllount received:t"iital oTcash/ 

chec:ks received ~J\Ould ~l~1J. total of 
amollnts shown on receipts 

4) to ta I amoun t by ca tegory: sepa ra te 
.'eceipts hy type of fee; total, and enter 
in appropriate column 

b. Ooulile-check fi!lw'es. makin!) certain that total 
by categOl'Y = total money received = total of 
a~ounts on receipts. 

c. Put receipts in numerical order and place in 
chrollolo!Jical file for refet'cnce by auditOl'. 

d, Deposit in Miscellaneous Account, 
Upon receipt. of lIIonthly stiltelllf!nt: 'Veri fy 
ill ilCCOUII t by cOlllllil ri 11'1 checkhook/.1ourllill 
s ta temont. Iv.n 

" 

Ilal ance 
elltries! 

" 

CASE REFERENCE NO. ________ _ 

COMMENTS 

See also p, 3,(4), Miscellaneous account. 
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Financial Matters 
Registry 

DESCRIPTION 

TI'an5l11i t till to General 
lreilsw'u,' 

. 

FOrlM NO. 
STATUTE 

all 
RULE 

Ex. 2 A-26 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMErHS 

Once the balance In the account I,as been veri fled, 
that br.liIl1ce is sellt on a lIIonthly basis to the 
General Treilsur·er. 

il. I ssue check to General Treasurer in amount of 
balance on statellient (or corrected balance). 

b. P,'epilre Transmittal Voucher entering notation 
"Money collected for miscellaneous funds" and 
i111101ln t as ~Ie 11 as headi ngs on fO\1n. 

c. Send check and voucher to Genera 1 Treasurer. Genera 1 T reasllrer 
Treasury Department 
Stnte Itouse 
ProVidence, Rhode Island 

, 

IV.9 5/78 

I' 



Financial Matters 
Regi s try Accoun t 

DESCRIP1'ION 

Shares/Dividends on 
Sav i nqs Accoun ts -

FORM NO, 
STATUTE 

OR 

RULE 
PROCEDURE 

Where accoun ts are s ti 11 pendi ng: 
Deposit the dividend checks in the individual 
sa vi IIgs account and make appropl'i a te journal 
entry. 

Where accoullts have been closed: 
Discharge shares and dividend checks and have 
lawyers present an order to the judge that by 
agreement of the parties the dividend checks 
and stocks lIIay be released toone of the indiv
iduals. Retain all dividend checks and shares 
in a file for each account. 

Upon receipt of signed order. transfer all 
s tocks/ checks to attorney; no t ify bank 0 f 
change. 

I f a ttorneys will not agree or cannot be con
tacted or if Wle case is still pending: 

Retain all dividend checks alld sl:~res ill file 
for each account: 

IV.10 

" 
'f 

CASE REFERENCE NO, _________ _ 

COMMENTS 

At one time shares vlere issued for individual 
passbook holders whose accolJntshad a balance 
exceeding $300. Consequently,'shares'and/or 
di vi delld checks were issued fot' each of these 
passbook accounts and fOI"l'/arded to the book
keepers. 

5/7fl 
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Financial Matters 
Registry 

DESCRIPTION FORM NO. 
STATUTE 

OR 
RULE. 

RIGI.A 
9-11-4 (5) 

PROCEDURE 

Hhen lIIoney has remained on deposit for liIore than 
ten (10) years and no Clction hils been taken in the 
case durillCJ that tillie, the accoullt may he closed 
.:wd the mOlley sen t to the Genera 1 Treilsurer. 

The Attorne'y General files a petition \~ith the 
court Lo initiate the no-action refund process. 

a. Review all savings account passbooks and cOllipare 
with journal entries to lletenlline which cases 
apply. 

h. Prepare list of cases, enterinq 
caSH nUlllher 
caSe nilille 
date last activity occurred 
individual Ivho depusi ted money 
,'cason lIIoney ~/as deposi ted (H.g" cash bail) 
alliount deposited 
(1Cllount of intel'est 

c. Give report to f.LEHK, Presiding Justice, and 
Attorney Gelterai-.--

II. Upon rece i pt 0 f Onler s i !Jl\cd by the ,Judge, cl OSt~ 
out accounts 011 list. 

I!. Deposit money in respective checking account; 
wri tc! out check for' (!ach case in aillount of 
ul'i!l i Itill 11/!1I0; i t III us 1!'II'IIt!!1 i IILI!reS l. 

I V. II 

I' II 

CASE REFERENCE NO. ________ _ 

COMMENTS 

51ln 



F i nil nc i alMa t ters 
Regi 5 try 

DESCRIPTION 

Refunds to General 
Treasurer. cont'd. 

FORM NO. 
STATUTE 

OR 

RULE 

f, 

g. 

h. 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 

In journal (Pe t ty Or Reg i s try) en ter cia te, ched 
nUiliber and uHloun t, da te order en tereel. 

Send ctUlck{s) and copy of report to General 
Treasurer. retaining copy for file. 

Have docket/face sheet entry made: "Money trans-
ferred to General Treasurer on ~a te • accord-
In!! to 1977 Pl Ch. 126," 

5/78 
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Finallcial Matters 
Regi s tr'y 

DESCRIPTION 

~!!!"y"...P!!y!'.c.!J.L fI_c;C0l.!nl 
Depos its to ,Jury Accoull t 

Invoice Voucher 

Check received frolll 
General Treasurer 

Juror I. i s t fl'om Jury 
COfIlfI iss joner 

FORM NO. 

Ex. 3 ~ .. 12 

STATUTE 
Oil 

RULE 
PROCEDURE 

lhe bookkeeper should try to lIIake 1In accurate 
forecast of lIle amount of IIIOIWY 1.0 PilY peti t 1I1l1i 
Ul'and jur'ors to ensure 5ufficilmt halance ill the 
accoullt for the payroll. 

~Ihen necessary to order 1II0re funds. for the 
payroll: 

a, Complete invoice voucher, entering heading in
fonllil tion. "Juror I s Fees, II and alllOljllt. 

h. /lave CI.En~ sign. 

c. Transllli t voucher (all copies) to Administrative 
Office, wh ich t,'ansllli ts to Genm'a 1 Treasurer. 

iI. Prepare deposit slip and deposit check in jury 
account; enter deposit In checkbook. 

h. Enter on voucher copy - "deposited, (date)." 

The 1 is t from the Jury COlllni 55 ioner 1 is t5 all 
.1111<01'5 hy town ilnd indicates the one-way lIIi leage 
for each illllividual. Names which are 1 ined-out 
1Ire those who have been excused anrt are /lot to 
receive paYIIII!IIt. 

I V. 1:1 

CASE REFERENCE NO, ________ _ 

COMMENTS 

See also II. 3, (5), ,Jury Payroll accou/I t. 
III 5l11d11er courts, the i11110Ullt is ol'del'e" as 
needed rather than 011 a monthly hasis, 

5/70 



Financial Matters 
fleg i s try 

CASE REFERENCE NO. ________ _ 

-----------------------r--~----,_----~~,_----------------------------------,_--~----------------~---------------STATUTE 
DESCRIPTION 

.juror List (cont'd) 

Prepare Payroll Sheets 

FORM NO. 

E')(. 4 

OH 
RUlj: 

PROCEDURE 

a. Coun t numher 0 f lIilllleS on lis t; sub trac t the 
Ii ned-au t names to de terlll; lie to ta J nll/lliler 0 f 
jurors to he paitl. 

b. As daily attendallce report is received, ollter 
by naUle of absentee "out" (date). 

c. If a juror is excused frolll service after being 
sworn in, the juror !~ be entitleu-to payment 
for one day. 

d. If a jural' challenges the mileage figure, !let I 
permission from jUI'Y cOlmtissioner !Jefore Ulak;n!] 
a mil eafle change 011 the 1 is t. 

a. Complete heading: 
Peti t (Grand) jw'y 
Date to appear (first day of 2-week service)

peti t jury only 
Oa te S~IOI'n i n-- !lrand jury only 

II. Ell ter a 11 names (noti ng those excused) frolll Jut'} 
COlllllissioner's I ist to payroll sheet, in same 
order; douhle-check. 

c. Elite)' roulld-trip mileage in space provided. 

IV.14 

I' 

COMMENTS 

This figure is used 1:0 double-clll:ck the number of 
payroll checks to be drawn. 

By RIGLA 9-29-5. jurors are to be paid only for 
days of actual attendance; payment is not made 
for a holiday which falls within the period of 
service. 

I f a rluestioll, check wi th the ,Jury COnJllissioner. 

The procedure for the peti t and !Irand jury is 
tile same. 

5/78 
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Financial Matters 
Ileg is try 

DESCRIPTION 

P",cpar InU for Pilyro 11 Day 

Last day JHtendance Report 
received 

FORM NO. 

Ex. 4 --

STATUTE 
011 

RULE 

RIGLA 
9-29-5 

eff. 5/76 

PROCEDURE 

,lul'or payroll checks are pa I d every two weeks. 011 
a F,'lday (or the last day In attendance durin!) the 
service period). 

Prior to payroll day. prepare checks, leaving 
alllount blank. and have signed by CLEHK. The alilOlln 
cannot be filled· in until the lastclaY attendance 
report has been received. 

a. Carefully check ,Jury COlllllissioner's List fo,' 
nUlllber' of days absent pel' JUI'or; subtract days 
absent from total days in service period 
(normally 10. unless hoI i1day) Clnd ente,' in 
appropriate space by juror's nllllle. 

b. Compu te allloun t due each juror ~Iho has been 
absent; enter on payroll sheet. 
Jurors are entitled to: 

$15 per 1~f attendance (no holidays) 
$2 per day subsisten'"Cel$3 - ~Iilshjngton Cty. 

NlM Shorehalll) 
$.15 per mile ($,50 minillium reimbursement) 

c. En tel' days 0 f ser'v i ce a nil cOlllflll ted amolln t (or 
takell frolll chart) ol'lo !ldYI'oll sheet for ail 
others. 

,I. Double-check all fi!lures. 

IV.I!i 

" 

CASE REFERENCE NO. ______ _ 

COMMENTS 

I t is better to complete short pays first. when 
fresh. since rnore 1'00111 for error exists. 

A chart has been prepared by the Bureau of 
Audits to assist in this process; however. 
extreme care must'be given to transferring the 
p,'oper fi gure from the cha I' t. 

5/713 



Financial Hatlers 
Registry 

DESCRIPTION 

Pilyroll checks 

Distribution of Checks 
Jurors in Juror Lounge 

Jurors in Courtrool/l 

FORM NO. 
STATUTE 

on 
RULE 

PROCEDURE 

iI. Enter proper amount on Check payable to juror; 
double-check. 

b. Check that total amount dlsbut'setl by check 
equa 1 s to ta 1 allioun ts shown on pilyro 11 sheets. 

c. Attach add!Jlg machine tape to payroll sheets 
and Jury CU!llnissione)"s List. 

d. Ellter total alllollnt and date on tape bottom for 
aut! i tal" s purposes. 

iI. Iking checks to juror lounge and call by city 
(town) . 

b. I~ve juror sign payroll sheet to indicate 
feceipt of cheek. 

The courtroom clerk should inform the bookkeepers 
of Jurors ~Iho ~/ill he prcscn tin the cour tl'oom at 
payroll tilile by pulling the juror cards and giving 
to the hookkeeper so that the checks may be set 
aside. 

il. Give r.hr.cks and a sllparate payroll sheet 
to courtroolli clerk for distrihution. 

rv. Hi 

" 

CASE REFERENCE NO. ________ _ 

COMMENTS 

The jurors endorse the payroll sheet to indicate 
receipt of payment. 

5/70 



Financial Malters 
Regi s tl'y 

DESCRJPIION 

Grand ,Jurors 

Payment to Jurors on lIold
Over Cases 

Vouchers to Employers of 
,Jurors 

FORM NO. 

Ex. 5 _ ... 

STATUTE 
011 

RlILE 
PROCEDURE 

b. IIttach completed payroll sheet 
wi th sinrwtures to othel' pilYl'oll and juror 1 ist 
sheets. 

The sheri ff picks up and distrihutes checks for 
grand jurors and also has them sign payroll sheet. 

II hold-over case refers to one I-Ihich requires 
jurors to serve beyond the normal tI~o-week period. 

CASE REFERENCE NO. ________ _ 

COMMENTS 

These jurors are paid on the normal payday (end of If jurors have been excused. these checks may 
2-wk period); il separate check for additional ser- be mailed. 
vice is then issued for the additional days. 

a. Prepare separate payroll sheet with headin!J 
"flold-ov(!r," name of COlH'troom Clerk. nalile of 
judue, ilnd f1illJleS of jw'ors. 

b. Upon termilliltillll of service. compute alllounts 
alld isslH: checks as above. 

Only upon request of juror. prepare form letter 
whiCh shmls the employer the nUlliber of days 
served. at $15 per day plus mileage. 

I V. 17 

I' 

These checks milY he sent il,Y lIIail to the individ
uals; the courtroom clerk should inForlll jurors 
if this is to be done. 

5j7B 



Financial Matters 
Reg is try 

DESCRIPTION 

Quarterly Report 
of i\lIdi t 

to Bureau 

Return and Account 

S ta telllen t 0 f Accoun t 
letter f)'olll Ow'cau of 
Audi t 

FORM NO. 
STATUTE 

OR 

RULE 

Ex, 2 /1-26 

CASE REFERENCE NO. ________ _ 

PROCEDURE COMMENTS 

Hithi n approxillla tely 15 c)ays of the end of each 
quarter, all money remainin!] in the juror account 
is to be re turned to the General Treasurel'. 

Although no official forlll exists t.he following 
information should be included in a transmi ltal 
letter to the Bureau of Aucli ts: 

Cash received 
da te/voucher nUlllher/!!~IOUn t 

Cash disbursed - Peti t Jury 
- date/aillount 
- Grand-Jury-
- da leI allloun t 
Balance-CdC-flci t) 

lIave f!J!lJS. cerlify & sign. 

iI. Upon I'eceipt of letter frOIll OUl'eau of Amli t 
verifying balance in account issue check to Gen· 
el'al Treasurer in illllOunt of verified balance, 

h. COlllplete Receipts Tr'ansllll ltal voucher, entering 
"Hefund of Jurol's fees fOI' Quartel' Ending __ " 

c. Transmit check aid all copies of vouchel' to 
General Treasurer. 

d, Upon receipt of green copy of voucher •. place in The green copy may not always be returned; it is 
chronolo!]ical file. not needed, 

5/70 
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Financial Matters 
Fines and Cos ts 

DESCRIPTION 

Issue receiut 

Depos it 51 i r 

Reconciliation of Account 

FORM NO. 
STATUTE 

011 

RULE 
PROCEDURE 

Fi nes a nd Cos ts are norlilall y co 11 ec ted by lhe 
Criminal Division and !jiven en lIIasse to the Fiscal 
ClCl'ks. If pilYIllp.nt 'is'lilildl! directly. hO~lP.ver·; 
issue a I'cceipt to illdividual IIklkill!l paYlllent. 

a. Complete receipt (in dupl icate). 
h. Give Qriginal to ilHlividual. 

Upon receipt of fines/costs frolll Crillrinal Division 
il. COlllplete deposit slip, enterin!) total ililiount. 

b. Place deposit slip and lIIoney in envelope 
I ahe I ed wi til proper ilccoun t. 

c. After dejJ':siting in bank, retain duplicate 
depos it s iIi) with Fi nes & Cos ts checkbook and 
en \.1::" cjepos i till checkbook. 

UpOII r'eceipt of lIIonthly bunk statelllent: 

iI. Reconcile statelllent with checkbook and recal'ds 
of deposit. 

b. File slatelllt!lIb/deposit slips ill chrolloln!)ical 
fi Ie fill' '1I111i lur'~. 

IV.19 

I' " 

CASE REFERENCE NO, ________ _ 

COMMENTS 

See "Ileceipts." 

In Providence, all case entr'ies are made by the 
Crililinal Division. No case by case entry need 
apflea r on the £lepus its lip. 

fI/7B 



Fi nanc ia 1 Ma tter's 
Fines and Cos ts 

DESCRIPTION fORM NO. 

Ex. 2 1\-26 

STATUTE 
Oft 

RULE 
PROCEDURE 

Fines ilnd Costs must be transmitted to the 
General Treasurer each 'lIlonth once the ilccount 
hilS been reconciled ~/ith the monthly bank 
s ta telllcn t. 

a. Issue check to General Treasurer in aillount of 
recei p ts for the mon th (reduce the ba 1 ance to 
2ero) . 

h. Itilve CLE!!f sign check. 
I f tlw check exceeds $100. it IIIUS t be 5 j gned 
by the CLEflK (or designate) ilnd witnessed by 
any Superior Court Justice. 

c. COlllplC!te flecetllts Trallsmittal Voucher; have 
CLERK sign. 

d. For\~a I'd !!.ll coei.!t~..Qf voucher i!nd check to 
General Treasurer. 

e. If !)reen copy is returned by Genera 1 Treasurer. 
file in chrollological order. 

IV.20 

I' I' 

CASE REFERENCE NO. ________ _ 

COMMENTS 

511B 



Financial t':ltt~rs 
~li sce 11 aneOU5 

DESCRIPTION 

He fUlids fmlll (lene ra 1 
'(f~i~~£i:' _. -_'_00 

Refunds from State 
I!cas,QrT-----

-.- -- --------------- ---.-.... -----------------_ .. , 

FORM NO. 

Ex. 6 A-24 

STATUTE 
OR 

RULE 
PROCEDURE 

Occasion:lllya reCJuest for the refund of a fec ~/ill 
be recei vcd. IIIOS t 0 ft(!n for iHl appeu 1 fee re fund 
~/hen the appeal has heen wi lhdrawn. 

I f the refund is to occur in the sallie lIIonth as de
pos i ted: 

a. Examl ne order signed by judge as to wi thdrawa 1 
of ilppea1 and refund of money. 

/). Issue check to requestol'. 

c. On wi thdl'a~la'l order; enter original receipt 
II'.J/liher ilnd clteck nuwber. 

d. Make notation of wi thdra~lal on joul'flal. 

I f the refund is to occur In a month otl!Qr. thall 
rlheH deposited 

t. Complete Fonn; 
I) Cour t (dl vi sian) 
2) Vouche r. IIllillbe I' on \111 i ch money wa s tra ns

ferred to general fund. 

J) 
4) 

5) 

n" te 0 f tl'allsflli t ta 1 voucher 
Ilea sOli for r'eCJues t for re turn a f funds 
(d tI.ilch copy a f order) 
Nallle or i nd! vi dua 1 to wholll money is to be 
re lUI'lIcd. 

I 
II. Selld fOrlll to lif!nerill Tr'cil5 lire I'. 

IV.?1 

" 

CASE REFERENCE NO._. ______ _ 

COMMENTS 

The Ile fund Voucher- COlIIllS from the S ta te Court 
Administrator's Officc. 
This is a number assigned by the General 
Treasurer. 

finU 



Financial Mattpr5 
Miscellaneous 

DESCRIPTION 

Q!'~~!J!!.~L ~l!pi! 1 ~~ 

FORM NO. 

Util ity Purchase Voucher Ex. 7 A-3 

Ilequest for Delivery 
(of Supplies) 

Ex. EJ AD
PlJR
A-31 

STATUTE 
Of! 

RULE 
PROCEDURE 

One clerk is lIsually designated the responsibility 
of ordering supplies for the office. COlllpletion 
of the util i ty purchase voucher is lhe responsi
bility of the bookkeeper, 

a. As clerk informs you of placed order, give 
clel'k a utility ol'der nUlllber. 

b. On separate paper. make notation of vendor ann 
items ordered and da te. 

c. As bill for merchandise is received. check 
~Ii th clerk as to whether merchandise was 
received. 

d. If so. complete Utility Purchase Voucher and 
forward with invoice to State Court Adminis
trator's Office. 

Complete this forlll to order S/llall ite/lls (pencils. 
pens, forlils. stationery) from the state station
ery office. 

Items unavailable throu!lh that office ",ay he pur
chased frolll an outside vendor as Ion!! as the 
total order does not exceed fifty dollars ($50). 

fV.22 

" 

CASE REFERENCE NO. ________ _ 

COMMENTS 

5/78 



Deposit/Withdrawal Slips 

RHODE ISLAND ~ HOSPITAL TRUST NATIONAL BANK 
. SA V I N GSA ceo UN T ~:I~·'~ !~~O~:!Clt~~~H "r~l ~~~!rl~~.~o~jC ~~t, 

OATE Feb. 23, 1978 DEPOSIT 
CASH 2COIOO 

! 
Credit th'e total amount to my o STATEJlI1ENT AlC 

:g::FASSSOOK AlC 

CH ECKS·a.u.1( NO. i , 

,. 

Registry- Superior Crt.-5tate vs. John 
Roe----Ind. J6S-321 Book 15, Page 46 

1-

2. 

3. 

4. 

5. 

I 

I 
TOTAL 

RECf:IVEO ~RO'" RHODE ISLAND ~ HOSPITAL TRUST NATIONAL BANK 
SAVINGS ACCOUNT WITHDRAWAL 

2 / 2L. /78 OATE 
frootO. 'fR. 

, 
I , , 
i , 
! 
I 
I 
I , 

2COi 00 Iii 
A 

II 
One "I'housa.7J.d Fi ve Hundred Dollars C:. OO/l:JO 00"""'''5 s~, ... ~\...,":O~.i"";O-L-__ _ 

RITTEN AMQUNT 

o STATEMENT' 
Charge the above amount to my x;g PASSBOOK 

NON NEGOTIABLE 

IF PASSBOOK ACCOUNT. PASSBOOK ,'-II <:>.q:c, '<:>1-=CLZR..\: 
MUST ae: PRESEN1'EO WITH THIS OROER _____ --:~.,.:-p. -=",,:,,~·,:-,,;~ .. 'i·~1 ..... , _~__',."l:..::.::-.. "".:-rr-..:.:.... ___ _ U SIGNATURE 

70 

2 24 

Ex. la 

Ex. lb 

78 

1,500 00 

STATE Or;' R I SU?ERIOR COUP.T PROV"- -
CO:,: ~.; T Y REG I S TRY ACe T 

1,500 00 

Ex. Ie 

~,..... 

ttl 
.,.... +.l 
I...) .,.... 

~..::::l 
ttl·,... 
~ .=. ..... x 

L!.. ~ 

:. 



DISTRIBUTION STATE OF RHODE ISLAND TREASURY VOUCHER NO. 

AND 

I 

WHITE - TREASURER 
'~RE::N - DEPARTMENT PROVIDENCE PLANTATIONS 
PINK - CONTROLLER 
YELLOW - DEPARTMENT 

TREASURY DEPARTMENT 
STATE HOUSE· PROVIDENCE 

co 
RECEIPTS TRANSMITTAL VOUCHER r-.. 

........ 
L.() 

A-26 REV. 2173 

P~EVICUS vOUCHER CATE VOUCHER OA iE 

Ja.'1Uar-j 2~ 1977 RHODE ISLAND GENERAL LAWS. 1956. AS 
?ebr'J.a.ry 2, 1977 -

DEPARTI.IENT AMENDED. SECTION 11·28·1: FAILURE TO PAY OEPARTMENT VOUCHER NO. 

Juducia--r:r STATE FUNDS INTO TREASURY - EVERY OFFI· 
CER. OR OTHER PERSON. RECEIVING OR HAV· 

DIVISiON OR AGENCY ING IN HIS HAND MONEY BELONGING TO THE FUNO 

Clerk's Office. Provo 3unerior Cou..,.t STATE. WHICH MONEY SHOULD BE PAID INTO Fines ~ Costs 
THE STATE TREASURY. SHALL PAY THE SAME 
TO THE GENERAL TREASURER WITHIN THIRTY TREA~UR,( VAUOATION 

I CEnTiFY THAT ALL MONIES RECEIVc;o FROM THIS SOURCE SINCE THE (30) DAYS AFTER HE SHALL RECEIVE SUCH 
DA TE CF THE PREVIOUS VOUCHER ARE ITEMIZED BELOW AND HERE· MONEY. UNLESS OTHERWISE PROVIDED BY LAW; 

l 
WITH TRANSMITTED. THE AMOUNTS LISTED ARE TRUE AND CORRECT ANO EVERY PERSON WHO SHALL. WITHOUT 
REMITTANCES AS RECEIVED. JUST CAUSE, NEGLECTOR REFUSE TO PAY OVER -

.. - SUCH MONEY. SHALL 8E FINED NOT EXCEEDING 
SIGNA TURE - DEPARTMENT HEAO OR AUTHORIZED AGENT FIVE HUNDRED DOLLARS (S500) OR aE 1M· 

~, ~ 
PRISONED NOT EXCEEDING FIVE (5) YEARS. 

:.. 

_/ "----
RECEIPT IliCENSE NO. RECEIVED FROM DESCRIPTION I AMOUNT 

John Doe, Clerk of the Retu..."'"1l & Account of 
1$' 

I I 
-

Providence Supen or Court for the ?ines G: Costs 
<:::t" -

I 
N -- the collected Januar-,;r 1st 
. 

COll.'rl ties ot: Frovidence :::-
~ -

a.'rld Bristol I thru J 2.rluarrj 31, 1977 I 2,000.00 

I 

I I : 

i 

I I -
I I 

INITIALS COOE(1·9) I RECEIPT ACCOUNT NO. AMOUNT I .~PPROPRIATION ACCOUNT 110. BUOGET CODE CC T ACCTS. REC. 

'.~ IVER 2 
I 13-11.5 $ 2,000.00 I I 

AI.,Olr 

I 1 I I 
t-

TREASURY nME STAMP 

I I I l-

I I ,-- N 
ttl l-

I 
I 

I 
'r- .;..l 

I U'r-

I 1::.0 
ttl'r- l-

I I I I 
~ ..c 
'r- X 
LJ... L.W 

I-~ 
I I I I I e I l-

I 

I 
I 

I 1 i I I 

I 
I 

I I I 
; i I I 
I I 

SIGNA TlJRE - CGNTROLLER 

':! 



INVOICE.VOUCHER 
"ORM .... Ia 

STATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS 
DIViSION OF ACCOUNTS AND CONTROL 

,.OR us!!: IN CIVISION 01" 

ACCOUNTS AND COS~AO~ 

t. WI-ItTE .. ST.\TE CON~OLLEFl f e PINK .. CEPA~TM€NT 

ORANCE .. RS1w'I'T"T.l.NCE Copy 

aR~'EN .. VENOOR/05:?T. 

OEL.IVERED T(J; 

FORWARD 
FIRST TI-1REE 
COPIES TO 
STAT;:; CONTROI..LER 

OEPARTMENT OF ADMINISTRATION 
STATE HOUSe:. PROVIDENCe:. R. I. 

1 

PURCHASE OROER NO. 

VOUCHER NO. 

None 
~~~~==~~C=l~e~r~I~c_I~S~~O~l~~~f~i~c~e~-~F~=~o~v~~~a~·~e~n~.c~e~~~~;u~D~e~r~i~o~r~~~~~o~uz~~~t~ ________________ _ 
L.OCATION TO WHICH CEt.IVEREO I R£QUISITIQN NO. None 

250 3e!lef-i t .3treet, ?rovicience, Rhode Isla.l'lci 

NAME ANC 
ACOR!!:SS 

OF TH:: 
VENOOR 

OR PAYEE 

r· 
JO!'l_l'l :Cae, Cle=k 
C1er:c's Office-Frovi_c.ence Superior Or:'. 
250 Bal'lefit street 

LFrovicience, Rb.ode Is1a."lci -.J 
VENDOR INSTRUCTIONS: 

I. SUSMIT A SEPARATE INVOiCe: l"OR EACH PURCHASE ORDER. 

AC:OUNT NO. 

oceo-ooo-COO 
VENDOR'S INVOICE NO. 

VC:NCOR'S INVOIC£ OA.TE. 

Ja...'1.11ar-.r 2, 1978 
TERMS 

INOICATE WHE"t'H£R INVOICE RE:?Ri::s=::n-:s: 2. PREPARE FOUR COPIES ·OF THIS FORM: USE INK OR TYPEWRITER: SIGN CERTIFICATE eN 
ORIGINAl. COPY. 

3. FORWARD FIRST THREE: COPIES TO STATE CONTROLL.ER. STATE HOUSE. PROVIDENCE. 
o PARTIAl. DEL.IVERY Q FINAL OEL.IV::::lY 

R. I.: RETAIN FOURTH COPY. W,\TCH FOR SPECIAL. all.L.ING INSTRUCTIONS WHICH Ap· 
PEAR ON STATE PURCHA3E ORDER. 

QUANTIIT DESCRIPTION OF ARTICLES OR SERVICE 
(Itemize and 4,ci~in :ully l ~. 

.Ju-:':{OR 1.3 F 2ES 

VENDOR AND DEPARTM!:NT LEAVE BLANK 
-

I 
I lNCUM!3RANC=:' !..IQUICAT::O 

Ac:~oaKT l"::. a BUDGET Clj)[ AMOUNT I I I ORCe:R NO. AMOUNT ~AL.ANCE 

I I I I 
I I I I 

I I I 

I I I I 
I I I I 

'I 

I 
.1 

I I I I -I I I I 

VoUCHER CATe: 

J211U217 2, 1973 
UNIT 

PRICE 

TO"'iAL AMOUNT 

CASH otSCOUNT 

-NET AMOUNT 

I 

I S 

I S 

I S 

CERTIFIC 
I hereby certify that the item 
are proper charges again~t the 
NAME OF VENeOR 

J Oh11 Doe 
SIGNATURE OF Ve::'400; 

AMOUNT 

$50 3 000.'.]0 

5°2°00.00 

,.... C"') 

~ 
''- +-l 
u·,... 
c..=! 
~''-
::..::: 
''- X 
L.:.. u.J 

x:.- ." ~/l 
SIONATUA~ O'~ :~R ~ AuTHCRIZ~C "'O~:-;T 

-

l.'"l 
N . 
:> --. 

~ 

1= 

" bt 
r 

r-

L 
,I 

-P~R~F.-'A~IJ~O~I~T~----'I~R~£'~II~e:~Y-/~----~I'?-O-S-T~~-O--~--~-o-A-T~e:-P-A-,-o----~------~I-P.-·e:-G-15·-T~~~R-N-0--.------------II--T-IT-t.-E--------------------------------------
I VERIFIEO . I II TJo.aUl.ATED 

:. 



~up.crior <1Iau~ of ~{~O.o2 c'3Jslzmb 

Qi'ourtfics of {3ro~ib£'Ul:l! cmn '~ristO! 
1Jrouiozltrc 

J .J.~: ? ;~? .. O~L 3E~T 
E"J? J \EORS :·:~:O . .;?3 

A JtB.y. 

~e the ~~der$i~~edJ sQ~oned to appear as Petit Jurors on the date 
hereinafter named, hereby certi1'y that pursu.ant to such summons we have 
atter:..ded upon the Superior Court holden for the counties of Providence 
and 3ristol the number of days and traveled the number 01' miles set 
agains~ our respective names, and we hereby acknowledge the receipt from 

.r,..,:...:,.., ?o<=! , Clerk 01' said Court, of the amount against which we 
nave re spec "Cl'u.Lly set our nallle s as compensation for such service. 

Petit Jurors at Providence Summoned to Appear Date 

,j:urors Juror's Signature 

\ I Z 

. ~~ 
7 0 .;2 fO, Cc 

!IW 

1 
.1 

I 
------------------------------------------------------~-----._41------~---~ 
--------------~------------------~--_41----~~ 

I 

I 
--------------------------------------------------------.------~------+-----~~----,---~ 

I 
I 

----------------------------------------------------------~--.---

r- 0:;' 
ttl 

.,... .j-l 

u· .... 
s:::.c 
ttl·,.... 
s:::.c: .,.... x 

w.. w 

1---

-
________ . __ -- -.--------------------______ ....:-___ l--_2~=~~~!!L __ 

-e 
-----------_._-- -----------.--.....!-.------~-------+------

_ ... _----_. -_. __ ... ----------------.....:....-------.:.....------'---------



~. 

~ .. ~~.~ 

~ "r~-J\ STATE OF RHODE !SL.~:-\D A"'!) PRO\'IDE~CE PL..l.NTAT!O~S 
.~~~ 
~ 

Su~erior Cou,t 
OFFICE OF THE CLERK 
250 Be:1efit Street 
Providence, R. 1. 02903 

TOWHm-r IT ~1AY CONCER.N: 

J~~uarJ 27, 1973 

The records of this O~£ice disclose that 

John ?ose of Prov'J.dence, ?::'ocie Is1S'1.d 

served as a Petit Juror :or a period of 10 days 

and has received Fifteen (315.00) Dollars per day, 

Jci'1n ?oe 
Clerk 

:> ..... 

r-- ~ 
c'O 
.,...-~ 

u·_ 
!:::.Q 
(t:-r
.- -.,:: X 

LL.. l.J.J 



--------- --~--------

! "-' • ;.~:)...,,.'" 

·;l.6'. 41 . '''f''II".nc~ e. ~·H'·· =00.""; •• ' 

IU DB: 

';-,--

'~'~~'" 

"'. " 

'. ~I 

-.. 

ST ATE OF RHODE ISLM{D 

PROYIDENCE PLANT A TlONS 
..... , 

Department of Administration c 

DIVISION OF ACCOUNTS AND CONT~OL 

S!')lc lioule, p,o"Ucn,., R I. - .... . . \..: ........ ... 

c. Ao 76 E02070 
DcUClac l?.. \'lilhour 

vn~ 

.Gug0l':.Q 1-' <l 1'0 ti t ~ J!'., R.1gi G t ..... [l~ 

cuec llond.:n nand. 

C~borlaccl~ n. I. 

I. 

-=-==----==::::::::::::::::~ REFUND ACCOUNT NO. oaJcCT CODE 

.. , -- :.:;) ... -
, ,....., - _ ... roJ 

I 
DO NOT WRITE I~: Ail.EA mow APPR0V;.c .. 

iEVI! .... ~? v!< ::lIVI$ION CtilfF 

X 
:, .. HGIS fE' "U .... iU O£P.AiTMfNr OlifCTO. :r.qu.IM 

I 

I X . :,.:£CT02 Of .IroOMlNl5i Il "(101"1 

X 

I 

--.~~-

\....------..:;:-. 

s 
-~ 

r-.. ....... 
L(') 

VOUCHER TO T AL 

7'" .r'l 

r-- ~ 
co 

.".... .j.-l 

u·".... 
c:..o 
co'".... 
c: ..c: 

''''''' x 
L:...I.J.J 

--

r--

-



UTILITY PURCHASE ORDER-VOUCHER 
ADCON .... ·3 REV ~172 

'OA IJse rn OIVfSlON 01' 
ACCOUSTS ... ~o cc~""'c::.. 

VOUCh,R ,,0. 
ROUTING: No.2· to vendor STATE OF RHOOE ISLANO ANO PRO'JIOENCl: l'LANTATlONS 

No, 5 • retain in depcrtment 
Attach 'Vender's invoice to re".rs& 
$ice of <OPY I, Forward <opie. I, :1. 
& 4, to Division 01 PUr<nases. 

NAME OF ~CE'''C f 

OEPARTMENT OF ADMINISTRAT10N 

STATE HOUSE, PROVIOENCE. R. I. 

P:-oV'i6.ence 3uper:..::l:--Clerk t S Offica 
ACORess 

250 3enef:" t. .:ltr3et, ?rovicience, :~~oc.e Island 

NAME ANO r -, 
ADDRESS Ame ric a...J. Office Supplies 

OF THE 1015 State street 

No. U 345400 

OAfE W~N1EO o.:.:c CACERi:O 

AT ONCE 1-2.0-7,') 
ACCDUNf NUMaE~ 

VENDOR Frovicience, Mode Islanc:. 02903 OOCO -000 -000 
OR "' .... veE L -.J 

YENOO~'S INVOIC! HUM&E.~ 

23456543 

r> VENom's INVOiCe DAre 

SHIP TO Provid:mce Superior Cou:-t-Cler:<:loS Office 1-31-73 
BILL TO ------------~~----------------------------~~l~ER~~--------~---------------

250 Benefit Street, .?rovic.enca, .:"_'1.oa.e Isla.'1.d 
ChECK TYPE OF ?URCHA,Sc 

o UNDER 510.00 

QUANTITY 

OROERED OELIVEREO 

I 
C~ICiN~~ ::.c,. !V ?110NE? 

o MEMORANDUM 0 yes 0 NO 

OESCRIPTION OF ITEMS OR SERVICE 

SHOW "'RICE LESS ST~TE DISCOUNT 

VOUCHE,OMe 

2-2-75 
UNIT 

PRICE AMOUNT 

Opaque Correction Fluid (:2 :1. OZ.) .30ttle 

Sccitcn Brand Tr~'lsparent '':ape 

.59 

5.00 1 Daz. 

Clerk C~:;'-7;~. 

OEPARTMENT I.EAVE BI."\NK 

I 
P':JSIEO CArE !'AIO 

,'<OTE: Nc (,.,ccn poper is (equired. 1 CONTROLLER'S COpy 

TQTAL AMOUNT 

::-. 
N 

:> -

CASH OISCOUNT S"~ ______ ., 

NET AMOUNT S 

CSRTIFIC, 

I heroby certily Inat the items = 
er chdrg~~ against the Store :::j 

e,lCpendirure is in conformity wi! 

3:J'f:' 

.-- r-.... 
~ 

..... .j-J 

u·,... 
~.o 
~ ..... 
~:. 

' .... X 
w.. l.I.J 

-

-
; 

-

-



REQUEST FOR DELlVERY 
S ..... ATE OF RHODE ISLAND 

GENERAL SERVICE ROT~RY FUND 
OEPARTMENT OF ADMINISTRATION 

OIVISION OF PURCHASES 

48100 

.. 
UQ'.JISIi:C."IIN.:j AGE.."tC't 

C1er~1 s Ofi':"ce-?rovic.en.ce 3uper:'or Court· 

CW'<A ;"0-,-, 
'::;v :::.:efi t, 3treet, Z=rovic.ence, l0.ode Is1anc. 

QUANTITY 

1 DESCRIPTION 
OAT< 

o~oe;>.!p I ueEiveo 
UC!!VEO 

i? ... - c.oz • 3a.l1 .?ens-31'J.e ~.Led. 

I 2.L. Coz. ! 1st ·~ua.lit:r ? e..;,cils ,;=2 
I 
I 

12 doz. J'i ne Lbe i!'lair -:31 ack 
I 

! 

! 
, 
1 I 
! 1 

i 

i 
I 

; 

I 

: 
, : 
i I 

1 
: I 
, i ; 

i I 

i 

: ! 
i I 

! 

i 
, 

I j 

I 1 i 1 I 
, I I 

I ! 
,,0" .0"''' N , •. ",/ l~?".~ ~AST' , INITIALS I !STlMATe Of TOTAL COST 

PPROVED: Personal Signature on Copies 1 and 2 
I OAT< 

iii'..: 

~;QtJ!ST ,O~ :EUV!i(Y ,;>'OM 

Stationer:.~ .3to~e 

DAlE _ I ACCOUNT NUMse. 

I 1-3-7;: 0000-1.:1-0:0 
.--" 

UNITS 
ST,·\T:Ci'l·~·( 

FOR G S R US" ONLY 
STO~, 

ON 
STOel: ?RICE 

HAND CODE UNIT TOTAL 

5-1 

3-2 

3-3 

I 

I 

I 
I 

i 
I I , 

I 
I 
, 

I 
i j 

1 I 

I 
I 

I I 
~CO 
t'O 
.~ +" 
u·~ 

I I 
s::...o 
t'O.~ 

; c..;;:: 
.~ x 
u..1..L.J 

I 
I 

I 
i I 

I 

i SIGN"Z~~J, CilDWN" 0'( USIN~~ 
:~,--= .~ ;...., 

, SIG~ATl.iiU Or SU?:i\!.'ti::--;C~~H Or ~. s. <. 

: 
I curtily that Ihe a::ove suool;e, were received from 

the G. S. R. storeroom. 
,I SIGNATU;>.f Cf Clive, 
'I 

a 

1. GENERAL SERVICE ROTARY COPY 

-r--.. -L() 

0 
C"'1 . 
:> ,.... 

'--

-

r-

r-

-

:. 

.J 



Accounts 
book en tl'i es, 7 
escrow, 6 
fines and costs, 19-21 
maintenance of, 1-2 
reconciliation of, 2 
registry account, 3-10 
savings accounts, divitlends/shar'es, 10 
tYI'f!S 0 f, iii 

Oa I 1 (cash) 
forfei led, 6 
posted. 4 
rf!turned, 5 

Oureau of audi t. 10 
Of!posits, gen .• 1-2 

Exhibi t I, 23 
Escrovl accounts. fi 
Filing fees, deposit of. B 
Fines and cnsts account 

deposi L 19 
receipts. 19 
receipts transmittal voucher. 20 

Exhihit 2,24 
reconciliation of account. 19 
trJllsmi ttal to General Treasurer, 20 

Forms, sec iv, List of Exhibits 
General Treasurer 

quarterly report to. 18 
refunds frolll, 21 
refunds to. 11-12 
transmittal to. 9, 20 

I nvo I ce voucher. 13 
Exhibi t 3, 25 

INDEX 

FINANCIAL MATTERS 

Jury payroll account, 13-10 
. employer letters, 17 

Exhibi t 5,27 
invoice voucher. 13 
juror list, 13 
paychecks. 15 

preparation, 15-16 
distribution, 16 
hold-over cases, 17 

payro 11 sheets. 14 
[xllihl t 4, 26 

quarterly report to Bureau of Audit, 10 
Mi sce 11 aneolls accouJI t, I.I-g 

journal entries. 0 
transmittal to General Treasurer. 9 

Petty account, gen., 3 
Receipts, 1 
Receipts Transmittal VOl/cher 

Exhibit 2.24 
Hefunds 

from General Treasurer, 21 
frolll S til te Treasur·y. 21 
to General Treasurer, 11-12 

Registry account, 3-10 
checking. 3 
individual silvin!)s, 3. 4-6 
miscellaneolls account; 3, O-g 
petty account. 3. 4-6 

Requi sit ions. 22 
for delivery of supplies. 22 
utili ty purcliilse vouchel'. 22 

Savill(Js accounts. 3 
shares/dividendS, 10 

I V. 31 

" 

Supplies 
de 1 i very of, 22 
orderi ng of. 22 

Util ity purchase voucher, 22 
Exhibit 7. 29 

Hi tlidrawa 1 s, 2 
authorization for. 6 

• 
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RHODE ISLAND SUPERIOR COURT 

MANUAL OF CLERICAL OPERATIONS 

v. Naturalization Procedure 

National Center for State Courts 

May 1978 



Naturalization Procedure 

The Superior Court Clerk's Office in Providence/Bristol and Newport 

works cooperatively with the Immigration and Naturalization Service in 

processing petitions for naturalization. Duties of the person performing 

this function are outlined in brief below. 

1. Type Petition. 

2. Complete record of acknowledgment card; send to petitioner (Form N-414). 
(See Exhibit 1) 

3. Collect fee and deposit in naturalization account. 

4. Oath at Naturalization Hearing: 

Oath of Allegiance for Petition for Citizenship 

YOU DO Si1EAR (AFFIRM) THAT YOU KNOVI THE CONTENTS OF THIS PETITION 

FOR NATURALIZATION SUB.SCRIBED BY YOU, THAT THE SAt·1E ARE TRUE TO THE 

BEST OF YOUR KNOWLEDGE, EXCEPT AS TO MATTERS THEREIN STATED TO BE 

ALLEGED UPON INFORMATION AND BELIEF, AND THAT AS TO THESE MATTERS 

YOU BELIEVE THEM TO BE TRUE, AND THAT THIS PETITION WAS SIGNED BY 

YOU WITH YOUR FULL TRUE NAME: SO HELP YOU GOD. 

Oath of Allegiance for Witness 

YOU DO SHEAR (AFFIRM) THAT STATEMENTS OF FACT YOU HAVE ~~ADE IN THE 

AFFIDAVIT OF THIS PETITION FOR NATURALIZ.A.TION SUBSCRIBED BY YOU ARE 

TRUE TO THE BEST OF YOUR KNOWLEDGE AND BELIEF: SO HELP YOU GOD. 

5. Complete blue index card; enter in alphabetical index. (See Exhibit 2) 

6. File photographs numerically according to petition number and file 
original petition in binder. 

. . 
7. One week in advance of date for final hearing (set by Immigration & 

Natura1ization Services), send notice of final hearin~ to petitioner 
(Form N-44S). (See Exhibit 3) 

V .. 1 5/78 



8. After final hearing ceremony, have the naturalized citizen sign the 
certificates (original and copy). and collect fee for mailing certifi
cate by registered mail. 

9. Prepare Certificate of Naturalization, taking-information from rr.:tition 
and description sheet. Glue on photos, put seal of court in proper 
place, have CLERK sign certificates (copy and original). 

10. Detach certificate stub and file alphabetically (see Exhibit 4). 

11. Add certificate number and date of naturalization on petition and index 
card. 

12. Send Certificate by registered mail to naturalized citizen. 

13. Put certificate copies in numerical order; transfer to Immigration 
and Naturalization Services along with monthly report (Form N-4) 
(see Exhibit 5). 

14. Upon request~ complete Verification of Naturalization form; sign and 
affix seal of court (see Exhibit 6). 

V.2 5/78 
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Naturalization 
Exhibit 1 

Form N .... H 4-
UNITED STATES =-?ARTMEN"T' OF JUSTICS: 

'''.,liUTDt A..IiIO IUrJ.uJ.I,ur:,:,. Wr";CZ 
(EditI0I112·1~) 

-r. 
ACKNOWLEDG.t~£NT OF FlUNG PETITION FOR NATURAl.IZATION 

Ni!lDe and locatioo of court: Pronclence Superior Court 
2,50 Bene.fi t Street: 
Providence, Rhode Is1c..:.'"ld 

Name of ~titi~: Joao Costa 

D~te of ::1: __ .... titico::c h r= 1077 
' ............ r- ece:il ... er:;;,,-

Nu.-oOer or p<!tition: 31254 
GPO 949·810 

V.3 

'·.1 
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Index Card 

COSTA, Joao 145-3125h 

10 Knight Street 

Providence, F~ode Isl~~d 02903 

Filed: December 5, 1977 

A6uitted-February 17, 1978 

Na tu ra 1 i za t ion 
Exhibit 2 V.4 

Cart .#10000:)02 

.to 

5/78 



Notice of Final Hearing 
Form Ap .... .,.,.d 
OMS No. 043-R0399 

UNITED STATES DEPARTMENT OF JUSTICE 
Immigration and Naturalization Service 

~.1r. Joao Costa 
10 Kni~~t Street 
Providence, ?~ode Island 02903 

r eti ti on No .---:..3_:1._2...:;.5_1. __ _ 

AR '# 23 45 789 

Date Februa.r:r 3, 19?E-

You are hereby notified to appeal" ror a hearin~?n your petition ror ~at!lr~liz8.
tion before a judge of the naturalization court on =eorua.r.i 17, 1978-J:<:n.aay 

at Providence SUDerior Court Courtroom ~12 
250 3enefit Street 5th Floor 
?ro-r~dence, ~~ode Isl~~d 02903 

Please report promptly at 9:15 A·M. Your witnesses need NOT come with you. 

If the judge finds you qualified for naturalization. you will be sworn' in as a 
citizen. 

YOU ~IUST BRING WITH YOU THE ITEMS MARKED [X] BELOW: 

[Xl This letter, WITH ALL OF THE QUESTIONS ON THE OTHER SIDE 
ANSWERED IN INK OR ON A TYPEWRITER. 

[;{] Alien Registration Receipt Card. 

[~ Any Immigration documents you may have. 

D Your child (children): _________ _ 

~ Other 

Naturalization 
Exhibit 3 

Fonn N-445 
(Rev.5-6-76)N 

Please bring for the cost of mailin~ 
Certificate of Jatw.ralization 

this hearing, return this notice immediately and state 
such case, you will be sent another notice of hearing 

V. 5 

(SEE OTHER SIDE) 

5/78 
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L 

Certificate Stub 

No. 10636709 
i'ia.rne COSTA, Jo<:..o 

residing at 10 Knight Stre3t. Provid~'1ce, R.I. 

Date ;,)f 3irthJa..11. 1, 19~·;bate of Order of J'.dmissi.::on __ _ 

Date certificate issued February 17, 1978 by the 

Court at Providence, Rhode Isl.::.nd 

Petition No.J125h 

Naturalization 
Exhibit 4 

Alien Registration :-;0. 23 45- 789 

of Hold.er) 

V.6 
.\-

5/78 



UNiTED STATES DEPARTMENT OF JUSTICE 
Immigration and NatUl"all;z:ation Service 

To Be Submi,ted in Duplicate 
00 ~;OT DET.ACH 

MONTHLY H.EPORT 
DUPLICATE 

NATURALIZATION PAPERS FORWARDED 

Office of the Clerk of the _______ S_u~p_e_r_~_· o_r _______ Court 

Providence 
(County or district) 

Provi dence , Rh~ de I sl a.'ld 
(City or town, and State) 

___ -.;;;S;.;:e:.:n~t::.:e::.:mo::.:1 ·:::.;;::e.::.r'-.;;;2:..::,:...-_, 19 7.L.-

IMMIGRATION AND NATURALIZATION SERVICE, 

In compliance with the naturalization laws and regulations, there are listed below each petition number 
and the name of each petitioner for naturalization who filed a petition in the above-named court during the 
month of ~l1C'''st. , 19 -1L. I enclose also duplicate naturalization papers executed 
by me as clerk of the- above·named court during the same month, the inclusive numbers of which are given 
below. 

Duplicates of petitions for naturalization which have already been delivered to your representative 
are indicated by an (*) opposite the petition ."lumber. Petitions for which no fee was collected, a,s provided 
by law, are indicated by the letter "M" op9 .5ite the petition number, and by the words "no fee" opposite 
the name. Petitions "Voided" under 8 CFR 234.15 are listed at the end and indicated by the word "void." 
Listed separately are the TR number and the name of each petitioner whose certified copy of a petition 
fol' naturalization was received by transfer during the month. 
1. Declaration of Intention Nos. to inclusive. 
2. Petitions for Naturalization Nos. 29000 to 29019 inclusive. 

---~~~~------- ---~~~~------------. 
3. Certificates of Naturalization tios. 9050706 to 9080776 inclusive 

(by registered mail). 

F'ETITION 
NO. 

29000 

I 
~·jar.le of the peti tione= 

Naturalization 

..... 
( CI erlc) '--' 

NAME 

V.7 5/78 I 
Exhibit 5 

.:,""= ======::I:=:======~ ___ .-
Form N-4 



·e 

STA TE OF RHODE ISLAND AND PROVIDE1\CE PLANT A TIO~S 

Superior Court 
o FFI CE 0 F THE CLERK 
250 Benefit Street 
Providence, R. 1. 02903 

Verificaticn of Haturalization 

The NaturaJJ..::ation records of th:Ls Court indicate the folla~-riD.g :L"lformat:"'cn: 

~I':":'G .----------------------------------------------------Antonio Li.ila 

.U-IE33S A~ TI:,r.:; OF .?IL:ErG...--___ L_'O_S_Ulili_, ill_' _e_1"_S_t_1"_8_e_t _______ _ 

Central ?alls, ::Zhoc.e Isla:.1.d 

Se~te\l1ber 10, 1975 

?3TITI'JN }rOH3.:ffi 19056 
------------~~-------------------------------

DAT~ 0-;: AGZ) Ju.l:: 1, 19U 
------~--~-----------------------------

COtJ1i:;:ay O~ BBT:-r CR .A.lLEGI .. tliC~ Portugal 
---------------------------------

DAT:::; O? ~;ATU7-4.LIZA'I'I·:N :.; ove",,b e1" 21, 1975 
----------------~~--~-----------------

?LAC::: 02 :TATu?...,il.LIZJ..EOU Fro~r'_cience .superior Court 
------------------~-------------------
250 3e:;!.efit Street, ?ro~ric.ence, 3 .• I. 

:U.TU?..:.LIl..:\,·:nON caTT~IC':"T3 :ru"l·G:a3. 1067900 
------~---------------------

I, _
_ ~.~.:-.,:. -::"::L-:;..;~~-..,.;JJ;....' .:;;~.;;;.-.::-=~, Clerk 

II 
of the l?rovidence 

that the above i:llcrJlation is true and 

correct accord::.r..g to our records on tt.is 

Naturalization 
Exhi bit 6 

2L.th 

V. 8 

. 0 -'- . aay of _ C "ooer 19 77 • 
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GLOSSAHY~ 

Abstract - Synopsis or su~nary of facts, rather than table 
of contents of transcript. Abbreviated, accuraLe and 
authentic history of proceedings. 

Accusation - A formal charge against a person, to the effect 
that he is <]uilty of a punishable offense, laid before 
a eOllL"t (n" mil9istrate having jurisdiction to inqui.re 
illto Lhe Clllegl!d crime, 

Acquittal - 'l'he legal and formal certifications of. the 
innocence of a person who has ueell charged \~.ith cLime; 
.:t deliverance or setting free of .:t person from a 
charge of guilt, . 

AdjOlIl:nment - A putting off or postponement of bu~iness 
or of a session until another time or p11ce; the act 
of a court, by whi.ch the session is dissolved, 
eitheL' teloporacily OL' finally. 

Affidavit - A written statement declaring certain facts 
to be true and confirmed by the oath of the person 
makiny the statement, (which oaLh is taken uefore 
fin officer having authoeity to administer it). 

Al i mony - Allowance which (husband) (wi fel by COliCt order 
pays wife (huslhlndl for maintenance whi 1e they are 
sepal:ntf;d or after tlH!y are divorced. 

Allegation - 'l'lle assertion, declaration or statement of ,I pilrty to an action, made in a pleading, SlJttin'J 
Oil L WilCl L lie uX)Jl!(: I. H to provo, 

Annulment - Act of making void. "Annulment" destroys existence 
of void or voidable marriage and e'..'crything appertainin'J 
thet"eto from the beg inn ing, 

Answer - Denotes a defense in writing made by it defendant to 
Lhe allegation contained in a bill, indictment or complaint 
filed ayainst him by a plaintiff. Undee certain condiLions 
and in certain proceedings the answer may be made verbally 
to the clerk, 

Appeal - A complaint to a higher court asserting co~nission of an 
error of law in a trial, proceeding before a Jower court, 
or sentence of a lower court, seeking rectification of the 
lower court's error. 

Appeal Dond - '1'he bond given on taking an appeal, by which the 
appellant and lIis sureties are bound to pay damages and 
costs if he fails to prosecute his appeal with effect. 

Appcarance - A coming into court as a party to a suit, whether 
as a plaintiff DC defendant. 

Appellant - The party who takes an appeal from one COllrt or 
jurisdiction to another. 

Arrajunmcnt - The aeraignment of a prisoner consists of calling 
upon him by nllme, and L'cading to hilil the indictment, Lllld 

demanding of him whetlls·r he be gui.lty or not gu i lty and 
entering his plea, 

llflHi~Jnlnullt - A I t:<lltnfC!r by olle ponlOlI 01" eOI"parilLioll 1.0 it ~)u(!()nd 
)J(!I:uon or c:ol"IHJrdtioll 01' thu fonnul"'n inLt!rL'stin PI:lll'uL'ly, 

'Cllllll'i h!d wilh Lill! ils!.;ist;i1nce of IIClymond Mctiuiru, I'rofesuor of J.m~, Uni.vul'sity of ~lai.lle, School of r.a\~, Portlclnd, Maine. 
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Attachment - 'l'he process whereby, on the authorl ty of a 
court, property is brought within the custody of 
the court. 

Attestation - 'rhe act of witnessjng an instrument in 
writin9 at the reljUest of the pdrty milking the same, 
and subscribing it as a witness. 

Bail (verb) - '/'0 procure release of a person frolll legal 
custody alld assuming responsibility fOL" his appear
ance in court or·any designated place. 

Uail (noun) - 'l'he surety or sureties who procure the 
release of a person under arrest by becoming 
responsible for his appearance at the time and 
place designated. Those persons who ~ecome sure
U es for the appea ranee of the de felldan t in COllr t. 

Dail Dond - A guarantee by a corporate surety that a 
pel"SOn will appear at a designated time and place, 
and a pr-OllllSO to pay a sum of money fixed by the 
court if the appearance js not made. 

Bai 1 1.:0 IIU II iss ioner Officer appointed to take rec09ni-
:lallce of bail. 

Bench War-rant - An order isslled by the court "from the 
bench" for the arrest of a person. 

nill of. J.lldictrllent - 1\ fonnal written docllmellt accusinlJ 
11 per"sull or persons nallle:"j of: llilvi 119 COllllllltted a 
felollY or III i sdc!lIIe<l nor , llawful.l.y ia i.d Defore 11 

grdlld jury for their action upon it. 

I' 
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Dounu-over - 'i'he action whereby a lower court requires a person 
to appear for trial in a higher court after a probable 
cause hearing has been held in the lower court and probable 
cause has been founet (see Probable cause). 

Drief - A written document, summary or abstract of sOllie larger 
"-doculllent or of a series oE paper-s I facts and circumstances 
or propositions" 

Capias - A writ or Oluer by the court directing an officer to 
take into custody the person named in the writ or order-. 

Certify - To testify ih writing; to make known or estab.l.ish 
as a fact. 

Change of Venue - 'j'he removal of a suit begun in one county or 
district to another county or district for trial. 

Charge - An accusatory allegation in legal form. 1\ formal com
plaint, information or. jndictment. 

Chattels - All property except real property i personal [ll"Operty. 

Civil Action - A personal acti on which is j nstituted to qOlllpL-d 
payment or the doing of sOllie other thing which is purely 
civil. 

Commitment - '{'he warrant or mi ttimus by which a court or lIIagis
trate directs an officer to take a person to prison. 
I\uthor.ity for holding in pl:ison onn convi-ctod of CrillllL 

COlllpla.int (civil) - 'I'he complaint is the fir:st or in.itiatot:y 
pleading on the part of the plaintiff In iI civil action. 
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Complaint (criminal) - A charge, preferred before a magistrate 
having jud sdiction, that a person llcullod (or an unknown 
person) has comlflitted a specific offense, with offer to 
pruve the fact, to the end that a prosecution may be 
instituted. . 

Concurrent - At the same time, running together. 

Consecutive - Successive; succeeding on another ill regular 
order. 

Contempt - loJillful disobedience of the lawful order of a 
court or administrative tribunal; generally referring 
to an order other than one to pay a sum of money. 

Contempt of Court - Any act which is calculated to embarrass, 
hinder, or obstruct cOllrtin ddminLstrat.ion of justice, 
or which is calculated to lessen its authority or: its 
dignity. 

Continuance - The adjournment or postponement of an action 
pending in a courL, to a subsequent day of the same 
or another term. 

Conviction - The result of a criminal trial which ends in a 
jud~Jment or sentence that the prisoner is guilty as 
charged. 

Costs - A pecuniary allowance, made to the successful party 
(and recoverable from the losing P<1L"ty) fot· hi.s eXL)enses 
in prosecuting or defending a suit, or a distinct pro
uue~ing within il suit. 

Counterclaim - A claim presellted by a defendant in opposition 
to Ot' detluction frolll the claim of the plaintiff. 

I' 
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Cro3s-Clailll - A claim by one party to an action against a co
party, as by defendant against co-defendant or (rarely) 
by plaintiff against co-plaintiff. 

Cross-complaint - An action brought by a defendallt in a suit 
against the plaintiff in that suit upon a cause of action 
arising out of the sam€! transaction in controversy. Or 
an action by one party to a suit against a co-party to the 
suit arising out of the same transaction, as Illaintiff 
against co-plaintiff or (more frequently) defendant against 
co-defendant. 

Custody - As applied to parental rights over children, embraces 
the sum of such rights with respect to the rearing of a 
Child, including its care. With respect to a person in 
custody implies that he is detained on authority or ke~t 
in charge or control of another in some sort of restraint, 
so that he is not free to come and go at will. 

Damages - A pecuniary compensation or indemnity, which may be 
recovered in the courts by any person \~ho has suffered loss, 
detriment or inj ury, whether to his person" property Ot' . 
rights, througli the unla\~ful act or omission Ot' negligencc 
of another. 

Declaration - An unsworn statement or narrative of facts made by 
a party to the lransactlon, or by one who has an intc,rest in 
the existence of the facts recounted. 

Declaratory Judgmcnt - A judgment which establishes the legal 
scope of the rights and duties of the parties, without 1II0re, 
following a proceeding brought in advance of the occurrence 
of actlla) injlll'y to those parties. 

Decree - A terlll whose meaning parallels "judgment" in a civil 
case. 1'he judglilents or certain speci.a} i zed tdbunals 
(particnlal:ly courts of equity and of aumiralty) arc cnllud 
"decrees." 
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Oefault - Ollllf;sion, neglect or failure of uny party to ful
fill u duty, observe a promise, discharge an obligd
tion, or perform un agreement. 

oefault Judgment - II judgment rendered in favor of one party 
to a clvi 1 action based on the fai.lure of the other 
pdl'ty to enter an appearance and defend. 

lJuposition - 'I'h,! tustimollY of il witness tilken lIpOI\ il\te,'
.-o"".ll.ol.".ies, not in open court, but ill [lurslldllce of il 

cOll1l1115S10n to take testimony issued by court, or 
under a general law on the subject, and reduced to 
writing and duly authenticated and intended to be 
used at trial of action in court. 

Designati.on - lin dddition to a name, (IS of title, pro
fession, trade or occupation, to distinuuish the 
persoll ft'om others. 

Discovery - The disclosure by the defendant of facts, 
titles, documents oc other thin""s which are in his 
lJxclusive knowledge or possession, and which are 
necessary to the party seeking the discovery as a 
part of a cuusc of action pending or to be brought 
in another court, or [IS evidence of his rights or 
title in such proceeding. 

Dismissal - lin order disposing of an action by sending 
it out of court, though without triaJ of the issues 
involved. II dlaminsdl may be so styled as to bar 
d new suiL on Llle 9<.11110 gl'olln(ls (Dislllis:.wl w.ith 
Projllrlice) or m,lY he so styled uS to pIJrlllit a IIl!W 

Bui t 011 til ... SLIllle ",,["ounds (DislI.issal without 
l'l'eille! icu) . 

I' 
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Divorce - The legal separation at husband and wife effected, for 
cause, by the judyment of a court, and either dissolving the 
marriage relation or suspending its effects so far uS con
cerns the cohabitatLon of the purtLes. 

Docket - A !.Jook containing an ent["y in brief of a.ll the important 
acts done in court in the conduct of each cu5l!, from its 
i n(;(:pt i on to i. t,s eOllc lus ion. 

DOlilici Ie - 'I'hdt place wlw["e a mull hilS Iliti tnw, fJx(,d, dnd per
lIIanent home and principal establishllll:'nt and to I-Ihich whenever 
he is absent he has the intention of returning. 

Equity - A specialized body of jurisprudence chiefly specializing 
in fushioning. a remedy for injustice wllere the payment of 
money dal\lages will no t prove 'to be adegua te cOlllpensa tion. 

Evidence - IIny species of proof, or probative matter legally 
presented at the trial of an issue, by tile act ot the parties 
and through the medium of witnesses, records, documents, con
crete Objl~cts, etc., for the puq)OS(~ ot i lH.luc:iny bel.ief in 
the minds of the eourt Ol' jUl'Y as to theil' contention. 

Execution - lin order directint] an officer to flllfill the order of 
the court, either by impri.sonment or releuse of un aeC:llsed 
(jn crilllinal cases), or by seizure of propc["ty to satisfy 

illl order to pay money (in civil cases). 

gxhib.i.ts - II paper, document or object produced and exhibiLed to 
a court during a tri.ul or hcaring, and on being accepted, is 
lIIolrhHl f(lI- .i<h::nl:ificill:ion or admitted in llvic1uncl!. 
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Expert Witness - Person examined as a witness in a cause, who 
tastifies in regard to some professional or technical 
matter arisi.ng in the case, and who is permitted to give 
his opinion lIS to such matter all account of his special 
training, skill, or familiarity with i.t. 

Expunge - To blot out; to efface designedly; to obliterate; 
to strike out wholly. 

Extradition - The surrender by one state to another of an 
individUal accused or convicted of an offense outside 
its own territory and within the territorial jurisdic
tion of the other, wI"lich, being competent to try and 
puniSh him, demands the surrender. 

Facsimile - An exact copy, preserving all the marks of the 
original. 

Fee - A charge fixed by laws for service of public officers 
or for a privilege under government control. Also, the 
term by which many kinds of land ownership are known -
particularly Fee Simple Absolute, ownership of 100% 
interest in land. 

Findings - 'l'he result at the deliberations of a jury or cOllrt. 

Fille, - A sum of money paid at the end of a slli~ or prosecution. 
'l'he fine is imposed upon a pel:son (s) or corporation as a 
form of punishment. 

Garnishment - A statutory proceeding whereby person's property, 
money, or credits in possession or under contr:ol of, or 
owing by, another are applied to payment of former's debt 
to a third person by proper statutory process against 
debtor and garnishee. 
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Grand Jury - A jury of "inqulry who are summoned and returned by 
the sheriff to each session of the criminal courts, and whose 
duty is to receive complaints and accusations in criminal 
cases, hear the evidence presented on the part of the state, 
and find bills of indictment in cases where they aru satiS
fied a trial ought to be had. They are first sworn Dnd 
instructed by the court. This is called a "grand jury" 
becau~e it comprises a greater number of jurors than the 
ordinary trial jury. In Maine the gl"and jury consists of not 
less than twelve nor more than twenty-three persons. 

Guardian - A guardian is a person lawfully invested "with "t.he powe~ 
and charged with tho duty, of tilkinv cal:e of the porson, ilnd 
managing the property and rights of another person, who, for 
some peculiarity of status, or defect of age, understanding, 
or self-control, is considered incapable of administering Ilis 
own affairs. 

Guardian Ad Litem - A person appointed by court of justice to 
prosecute or defend for an infant in ~ny suit to which he may 
be a party. 

Ilabeas Corpus - The proceeding which tests the legal validity of 
one person's detention of the person of another - particul~r-" 
ly and most frequently used to test the validity of il crimin
al judvment leading to ililprisonlllc:nt. 

lIearing - Proceeding of relative form,llity, generally public, \~i th 
definite issues of fact or of law to be tried, in which par
tics proceeded against have a right to be heard. 

lIearsay - A term applied to that species of testimony given by a 
witness who relates, not wl1at he knows personally, but what 
others have told him, or what he has heard said. 
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Incompetent Person - ~'he phras~ "incompetent rerson," "incom
petent" or "mentally incompetent" shall be construed to 
mean or refer to nny persoll, whether insane or. not, who by 
renson of old age, disease, wcnkness of mind, or other 
cause, is unable, unassisted, properly to manage and take 
care of himself or his property and by'renson thereof is 
likely to be deceived or imposed upon by artful or 
designing persons. 

InuuLclnllinate - 'J'hut which is uncertain, or not purliculilL-l.y 
dusi'JnLllucJ . 

IncJictlll0nt - An ilGCllsdtion in writing found and p,:esented by 
a grand jury, legally convoked and sworn, to the court in 
which it is impaneled charging that a person therein 
named has done some act, or been guilty of some omission, 
which, by ldw, 1S a public offense, punishable on 
indictment. 

Indigent - Poor or needy. 

Information - An accusation in the nature of an indictment 
from whi.ch it differs only in being presenl:ed by a COIII

pel:ent public officer on his oath of office, ins tend of 
a grand j,ury on their oath. 

Interrogatories - A series of written questions directed by 
a party to a suit to a differellt party or to a potential 
witness, which questions seek out potential evidence and 
call for written answers. 

Joinder - The unification of two or more parties (joinder'of 
parties) or of two or lIIore demancts for judicial action 
(joindc')t- of CilUSCil) for lccJill action in il lljn~JlI') 
proceeding. 
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Judgment - In civil cases, a judgment is a 
the rights and duties of the parties. 
judgment is the determination of guilt 
accused. 

final determination of 
In a criminal case, a 
or innocence of the 

Jurisdiction - The competency of a particular court to hear a 
particular matter, measured by the kind of action inVOlved, 
the subject matter of the action, the parties involved, or 
the like. 

,1ury - A certain number of men selected accorcliny to 1,lw, ancl 
sworn to inquire of certain matters of f.lct dnd doc.:lare the 
truth upon evidence to be laid before them. 

Lien - A charge or security or incumbrance upon property. 

Lis Pendens - A pending suitl jurisdiction, power or control 
\~lIich courts acquire over property in suit. pending action and 
until fina.L judgment. 

Mdndamus - 'l'his is the name of a writ \~hich issues from a court 
of superior jurisdiction, and is directed to a private or 
municipal corporation, or any of its officers, or to an 
executive, administrative or judiciill officer, or to an 
infer ior court, commanding Ule per formance of a particulLi r 
act therein specified, and belonging to his or their public, 
offictnl or administrative duty, or directing the restoration 
of the complai.nant to rights or privileges of which he has 
been illegally deprived. 

M1nor - An infant or person who is under the age of leyal 
conpctence (undel' 21 years of age). 

Mi sdemcilnor - Offenses lower than felonies ilnd gl.!llel:ally those 
punishuble by fine or illlprisollIllent otherwise theln in 
pen i tenti ctl-Y, 
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Mittimus (criminal) - 'rhe name of a precept 1n wriLl.ng, issu
ing fro/ll iI court or magistrate, dirac ted to the sheriff 
or other officer, conunanding him to convey La the prison 
tile person named therein, and to the jai lor, cooullandin<j 
him to receive and safely keep such person until he shall 
~e delivered by due course of law. 

Motion - A written or oral request to a court for a ruling of 
law Juring the course of legal proceedIngs. 

NtlgligE:nce - 'j'llG omission to do something winch a reasonable 
mall, guideu by those ordinary considerat:tons which 
ordinarily regulate human affairs, would do, or the 
doing of something which a reasonable and prudent man 
would nat do. 

New Trial - A re-examination of an issue of fact in the same 
court after a trial and ~ecision by a jury or court. 

Nolo contendere - A plea 1n a criminal Dction having same 
legal effect as a plea" of guilty for purposes of 
instant case, but may not be used as admi.ssion elsewhere. 

N,!tice - Legal Notice. Such notificatIon as j s legally 
deemed reasonable to apprise the person to whom it is 
addressed of the initiation of legal proceedings against 
him oc of some matter relating to legal proceedings 
to which he is a party. 

Notice of lis pendens - A notice filed for the purpose of 
warning all persons that the title to certain 
property is in litigation, and that, l.f they purchase 
the defendant's claim to the salDe, they ilre in danger 
of buing bound hy an adverse judgment. 

Nullity of Marrdige - 'j'lIe entire invalidi.ty of a supposed, 
pretended, or attempted marringe, by reason of relation
sll i. [J or inc,.lpac j ty a f tile part io!; . 

I' 
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Oath - Any form of attestation by whl-ch a person signifies that 
he is bound in conscience to perform an act faithfully and 
truthfull.y. 

Pardon - An act of grace, proceeding from the power intcu!;ted 
with the execution of laws which exempt an indivldual on 
whom it is bestowed, from the punishment the law inflicts 
for the crime he has con~itted. 

Pat'ole - A conditjona.t release from a sentence to county jai 1 
oc state prison) if prisoner makes good, he will receive 
an absolute discharge from balance of sentenc;e, but if lie 
does not, he will be returned to serve unexpired time. 

Parties - The persons who take part in the performance of an 
act, or who are directly interested in any affair, contract, 
or conveyance, or who are actively concerned in the prose
cution or defense of any legal proceedjng. 

Partnership - A voluntary contract between two or marc competent 
persons to place their money. Dffects, labor, and skill, or 
some or all of them in lawful commerce or business, with 
the understanding that there shall be a propoirtional sharing 
of the profits and lo~ses between them. 

Peremptory Challenges - A challenge to a potentJal juror lJy a 
party to a case whereby that potential juror is lIot permit
ted to take his place On the jury. '1'he challenl)ing party 
need show no reason for exercise of his right to chdllenge 
u potential juror peremptorily. 

Petition - A written application to the court requesting the 
courl: to exercise its authority in the redress of sOllie 
wrong or requcsti.ng from Lhe cOllrt sOll\e fnvor, pri.vil,-~gc or 
license. 

Pl.aintiff - 1\ person who bri.ngs an action; the parLy who com
plains 0(' sues ina personal action and l!; so IWllIcd on the 
n~cot·d. 

5/10 

" 



• 

Plea - 'I'he first pleading 011 part of defendant; tile answer 
which defendant makes to the plaintiff's declaration. 

Pleadings - 'I'he formal allegations by the parties of thei r 
respective claims and defenses for the judgment of 
the COUL-t. 

1'011 i.nq the JUl'y - II practice whereby the j urol'S a re asked 
inuivi.dudlly \~heLliur they assented, ilnd still <lssunt 
Lo Lhe veL-dict. 

Prelilllini'lI:y lIearing - lIeal"ing by judge or magistrate given 
a person accused of cl-ime to ascertain whether there 
is sufficient evidence to require the person to stand 
trial on the charge. 

Pre-sentence Heport - ~'ollowing a criminal judgment of guilt, 
a trial COUI~t lIIay in advance of passing a sentence, 
requlre of Lhe proper government officials a Presentence 
Heport to inform the court of those facts (beyond guilt 
of the particular crime) which may properly influence 
(I selll.encincJ decision. 

Probable C<I\Jse - lin apparent state of facts found to 6)<ist 
upon r:eusondulc inquiry wId ch would induce u reasolllluly 
intelliyent lind prudent mun to believe, in u criminal 
case. 'J'hat the uccused person Iwd camilli tted the 
crime charged, or, in a civil case, that a cause of 
Clction existed. 

Probution - IIllowing a person convicted of some minor offense 
(particularly jllvl.)!ljll.) offentlorH) to ~JO i1t lilr,9c, lllHl.lr 
,\ SIWPl.)llHioll of sentl!IICl!, dllrillY ~1()Ol] bl!havior, dnl! 
',1ulI(!r":tlly lIt1cj<JL- till.) sltpel:vision of i\ proiJat.ion office. 

I' 

G-O 

Proceeding - ~'he nallle given the whole of tile judiciaL business 
relating to a given cuse or controversy before u 60urt. 

Process - 'l'his word is generally defined to be the IIIcuns of 
compelling the defendunt in un uction to appear in court; or 
a means whereby a cour t cOlllpels u COIll[Jl j alice wi til its 
demunds. 

HULIl ProperLy (HealLy) - LLlnd Clnd structures en:!ctcd on land 
and so clttuchud to tlw land as to Ul!comc parL of it. 

. Heciprocal Support - 'J'he process by whieh a husband or ~il fe pays 
alimony through the court. 

Recognizance - lin obligation of record, entered into uefor.; some 
court of record, or ffiugistrate duly uuthorized, \~lth condi
tion to do :~omc particulur act; as to appear at assizes, or 
criminal court, to keep the peace, to puy a debt, or the 
like. 

Record - A written account of sallle act, transaction oc action, 
drilwn up unduc authority of law, by a prOpel" offjcer", dlld 
desi<]lwti to rUlllalll as pcnnallcllt uvidonce of Lhe matLer::; La 
which it rel~tes. 

Rellland - 'I'he act of u higher court, after an appeal, in sendi.ng 
a case back to a lower court for action consistent with the 
decision and order of the higher c6urt. 

Removal. - In a broad sense, the transfer of a paruon Ot- thiny 
from one place to another. ~lore specifLcaJly, in l<IW it 
IlWiJIlS the tl"illlster of a CiHwe frolll one COIlL"L Lo illlot"lwL-; 
tl:,lIlsl'el" of Lhe juriudicL.ion itlHI l!oyniZLlnl!U of iln L1ct;inn 
COIIIIIH:!l1ced, but not filli.dJy dnterlllilll!d, with al.I fUl'tI,ul: 
prol!uudill'Jf; 1IIUn:ill, frolll (Hill Ll"iill court lo dllotllUr ll'i,1l 
COlll:t. 



Hemedy - '{'he relief given by a court to secure to an 
injured party his rights. 

Replevin - A personal act10n brought by one person to 
recover possession of property unlawfully held by 
another. 

Sentence - 'rhe judgment formally pronounced by the court 
or judge upon the defendant after his convict Lon in a 
criminal prosecution, formally declaring to the 
defendant the legal consequences of his conviction. 
In cjvil cases the terms judgment, decision, award or 
finding are used. 

Service - 'l'he delive.:-y of a writ, notice, injunction, etc. 
by an authorized person, or in some instances by 
certified mail, officiall.y notlfying that person 
of some action or proceeding in which he is concerned. 

Show Cduse - An order, decree, execution to appear as 
dIrected, and present to the eourt such reaSOns and 
considerations as one has to offer why it should not 
be cOllfinued, ti.lke effect, be executed or as the 
CiiSO may be. 

Stipulation - An agreement between counsel respecting 
business before the court. 

Subpoena duces tecum - ~he process by Wllich the attendance 
of a wIlness is re4uired. It is a writ or order 
directed to il IlC:lI:son and requlring hjs attendnnce ilt a 
pill"ticu".\( lJlIICl LInt! pldGe liS LI \~itllell::i. !lucuS'I'OClllII 
IIIdY il.lSO rUCjuire him to bring books, i1oeulllents, etu. 

" 

• 

Summary Judgment - A judgment rendered on the basis of the plead
ings and, if any, affidavits of the parties where an exam
ination at the pleadIngs ana affidavits reveals that there 
IS no dispute regarding the facts material to the case. 

SUlIIlIlons - An ord,er directing an off locer to noti fy the person 
named in the oreJer of the commencement of an act10n against 
that person and of the duty of the per.son named to dppear 
in oourt on a day specified and ansv/er the complaint of tile 
party inItiating the action. 

surety - One who bi.nds himself for the payment of a SUIII of 
money, or for t.he performance of some duly or promise 
for another. 

Suspended sentence - 1"ollO\~ing the imposi tion of sentence in a 
criminal case, the court may suspend Execution at the 
sentence alld release the accused conditionally, subject to 
good behavior, for a fixed time. If during thilt time the 
accused is again convicted of crime or otherwise vlolates 
the conditions governing suspension of sentence, the court 
lIIay order Execution of the sentence at that time. ' 

Title - Legal recognition of the ownership of property, perhaps 
evidenced by a document having legal for.ce. 

Transcript - An official copy of certain proceedipgs in n court. 

'l'ransfer - 'I'he removal of a cause from the jurIsdictIon of one 
court or judge to another by lawful authority. 

'l't"i1vl!rse ,Jur.y - A trinl jury; a jury impaneled to tL"y illl iwLion 
or pr.osecution, as dist.i nguished from cl IJrLlnd jury. 
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True oill - The endorsement by a grand jury upon a bill of 
indictment, when they find it sustained by the 
evidence ana are satisfied with tile truth of: the 
accusation. 

Trustee - A person appointed, or requlred by law to execute 
iI trust; one in WllDlO an estato, .interest or power is 
vested, Unclel" all expcess 01: implied [\~ln:L!menl: to 
ddlll ill i s te c 01: exe cc i so it f:or Lhe bene tj t or to the 
use of tlnuther. 

Venue - Venue! defines till! proper court in which an action 
is to be brouljht, usually by ref:erence to the locale 
in which the conduct complained of i.s claimed to have 
taken place. 

verdict - ~'he fanned decisi.on or findi.ng made by a jucy, 
impaneled or sworn for the trial of a cause, and 
reported to the court (and accepted by it) upon the 
matters and questiolls duly submi.tted to them upon 
the triell. 

Waiver - 'I'he voluntary reU nquishlllent of a known ri.<Jht. 

Ward - A person, especially an infant, placed by 
authority of law under the care of iI Ijllardian. 

warrant - A written order issued and signed by a magistrate, 
directed to a peace officer or sOllie other person 
specially named, and cOlllmanding him to arrest the body 
of a person named in It, who is accused of an offense. 

Writ: - A writLun docllillunl fnllil a court Lo a PCI:SOII di.rect.illlj 
l:ucL,lin deLioli of Lllilt persoll. A writ. lIIay issue CiUH!I" 

L 0 <..:llIlIlIIl;II<:C ,.11\ "e: t i 011 or iI S illl .i lin i 1I(;1I t L a an onllo i nlj 
d<..:lioll, <junf:rtl11V oiL L1,,! reque:.;L of d PdrLV to lilt! i,,:l.inll 
lilidur w"V Ol" Lo Iw .ini.tlilted. 
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APPENDIX 

Li s t ofF 0 rms 

The forms on the following list are those for which requests for blank 
copies may be received. This list is included only to familiarize personnel 
\'11 th the names of the forms. 

S-135 
5-141 
S-142 
$-143 
S-144 
S-145 
5-146 
S-147 
5-148 
S-149 
5-150 
S-151 
S-152 
S-153 
5-154 
S-155 
S-156 
S- 156,l1, 
S-157 
S-157A 
5-160 
5-161 
5-162 
5-163 
5-164 
S-165 
5-166 
S-168 
S-171 
5-173 
S-174 
S-175 
S-176 
S-178 
S-178A 
S-179 
S-180 
S-181 
S-182 
5-183 
S-185 
S-186 
5-187 

Summons - Providence County ~ S-l 
Superior Court Writ of Attachment - S-2 
Stipulations - S-0-101 
Witness Subpoenas - S-D-45A 
Subpoena Duces Tecum - S-0-45B 
Restraining Order - S-65 
Witness Certificate - S-0-102 
Motion for Substitution - S-0-103 
Motion for Order to 5el1- 5-0-104 
Judgment (on Decisions) - S-0-32 
Judgment (on Verdict) - S-0-31 
Notice of Entry of Judgment - S-0-77 
Proof of Service - Other than Sheriff - S-0-105 
Proof of Service - Out of State - S-0-4E-F 
Docket Sheets - S-D-79 
Court File Sheets - S-0-79A 
Indictment Docket Sheets 
Indictment Docket File Sheets 
Criminal Appeal Docket Sheets 
Criminal Appeal File Sheets 
Proof of Service - Attachment - Real Estate - S-l 
Proof of Service - Personal Estate - S-2 
Proof of Service - Trustee - S-3 
Proof of Service - Incompetent - S-4 
Proof of Service - Corporation S-5 
Proof of Service - Public Corporation - S-6 
Proof of Service - State - S-7 
Notorial Certificates - S 
Execution - Goods, Chattels & Real Estate - S 
Execution - Body - 5 
Appl~ration for Citation in Supplementary Proceedings - S-D 
Citation in Supplementary Proceedings - S-D 
Writ of Body Attachment - S-D 
Civil Action Cards (Manila - Defendant) 
Civil Action Cards (Manila - Plaintiff) 
Criminal Appeal Cards 
Deputy Sheriff Certificate 
Warrant/Receipt (Card) 
Committal Receipt (Card) 
Certification of Clerk - All Courts 
Certification of Justice - All Courts 
Entry of Appearance (Def. Atty.) 
Capias on Complaint 
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5-189 
S-190 
S-192 
5-193 
5-195 
S-196 
S-197 

5-198 
S-199 
S-200 
S-201 
S-202 
S-203 
S-204 
S-205 
S-206 
S-207 
S-208 
S-209 
S-210 
S-211 
S-212 
S-213 
S-214 
S-215 
5-216 
5-218 
S-219 
S-220 
S-221 
5-222 
S-223 
S-224 
S-225 

--~--------- ~ -- --- ------- ---------

Remands - Superior Court 
Third Party Summons- Superior Court 
3D-Day and 7-Day Cal endar Noti ce 
Omnibus Calendar Assignment Form 
Selection of Title Examiner & Decree of Approval 
Motion to Deposit Estimated Costs & Order 
Approval of Title Examinerfs Report Fixing Return Day of Citation 

& Order of Notice 
Civil Ca1endar Card 
Petition to Foreclose Tax Lien 
Citation to Foreclose Tax Lien 
Civil Index Calendar Card 
Judgment by Default upon Application to Clerk 
Affidavit & Request for Entry of Judgment 
Noti ce of Appeal - To Supreme Court 
Citation to Show Cause 
Peti ti on for ~1echan i c f S Lien 
Citation in Mechanicfs Lien 
Jury Challenges 
Order Payment of Money from Registry 
Jury Voucher 
Letter to Jury Commissioner 
Dedimus Potestatem 
Order Motion for New Trial 
Execution Board Sheets (Blank) 
Marriage Certificates 
Applications to Marry 
Exhi bi t Recei pts 
Writ of Attachments 
Writ of Habeus Corpus 
Jury Payro 11 Sheets 
Writ of Rep 1 evi n 
Writ of Arrest 
Verdict Sheets 
Probate Appeal Ordered Notice 
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Arbitration, 19 
Attachment 

on body, 47 
release of. 5 

Bail. gen., 54-59 
and recogni zance form. 54 
docket entry, 55 
index card. 55 
forfeiture. 57-58 
pos ted. 55 
return of, 55-56 

Bench warrant, 60-62 
cancellation of. 61-62 
index file on. 60-61 
issuance. 60 

Case fil e 
prepa ra ti on 

civil. 13 
criminal. 49 

\~i thdra\~in9 from office, 4 
Case number 

civil assignment of, 12 
notice of. to attorney, 14 

Cer ti fi ca te~ 
deputy sheriff. 4-5 
notorial, 4 

Certifi ed copy, 10 
Ci tations 

in supp. proc., 47 
on misc. pet., 21-22 
order to show cause, 48 

Ci vil. gen .• 12-48 
Civil action cases, 16-10 
Clerk's stalellient. 19 
Costs. 49, 50 
Coun te I'tIDrk, gen., 1-7 

INDEX 

I. Office Procedure 

Criminal matters, gen., 49-71 
Default. 38-40 
Depositions, 9 
Deputy sheriff certificates. 4-5 
Disposed cases 

criminal. 64-66 
Dissolution of corporation. 19 
Docket 

ci vil. 25-28 
criminal. 63 

Entry of judgment, 41 
Execution. 45-46 
Exemplified copy. 11 
Expungelllent. 63 
Extradition. 10-11 
Fees. 2 
Fines and costs, collection of, 68 
Forfei ture 0 f charter, 20 
Formal/special cause, 29,33 
FUfJi ti ve from jus t ice 70-11 
lIaheas, 67 
lIabeas corpus, wri t 0 f. 20. 10 
Index fil e 

as check on case number, 7 
preparation of 

civil. 14 
criminal, 51 

Indictment. 49 
Information. 49 
Judge's s ta temen t. 11 
Judgment 

and dispOSition. 65 
of acqui ttill. 64 
of cOllviction. 64 

Main, opening of, 1 
Mechanics' Lien, 20 

Miscellaneous petitions, 19-23 
Money. depos i ted \~i th court, 2 
Motions, gen., 29-38 

ci vil 

• 

entered under rule of court, 30, 35, 37 
multiple case. 31 
objections to, 36 
on continuous - jury, 32. 37 
on con ti nuous - nonj ury, 33 
on motion calendar, 31, 35 
to attach. 33 
to dismiss, 31 
reference list, 35 
timely. 30 

criminal, 59 
Notorial certificates, 4 
Order of notice. 22-23 
Probate appeal, 24 
Probation 

as sentence, 65 
violation of, 66 

PUblication, 22-23 
Receipt. 2-3 
Receivership. 21 
Record search, 5 
Records center, 6 
Sentencing. 64-56 
Service 

proof of, on summons, 38 
SU!IUIlOnS, 16, 38 
Supplementary proceedings, 47 
Supreme Court. appeal to 

civil, 43-44 
criminal,69 

Tax Liens, 21 
Traffic matters, appeals from District Court, 52 

This iudex is comprised of the index for each of the handhooks I-IV. 
order. 

first identify appropriate handbook; then look for subject matter in alphabetical 
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Office Procedure, cont'd. 

Transcripts, 9 
Trans fer, of case for heari og. 8 
Venue. charge of. 8 
Vio1ations. 66 
\·Jarrdnt 

bl!nch. 60-62 
governor's.'70-71 

Woonsocket calendar. 34 

• 
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Assignment of case to judge, 6 
Ca 1 enda rs 

continuous, 1 
daily ti'ial, 5 
day certain, 5 
distribution of, 5 
fOflllal & special cause, 8 
notations on, 6 
priority Cilses, 1 

Calendar call, 6 
. Civil calendar card, 1 

Exhi bit I, 11 
Continuances, 4, 7 
Continuous calendar, 1 
Daily trial calendar, 5 

Exhibit 4. 14 
Day certain calendar, 5 
Disposition, entering of, 7 
Formal & special cause, 8 

Exhibit 6, 16 
Index card, 3, 4, 7 
Inquiries, response to, 3 
Notice, 2-4 

7-day, 3-4, Exhibit 3, 13 
30-day, 2-3, Exhibit 2, 12 

Settled cases, 4 

II. Calendaring/Statistical Reporting 

A. Civil Assi(lnme~lt 

Statistical reportin9, 8-10 
annual report, 10 
formal & special cause, 0, Exhibit 6, 16 
judge days, computation of, 9 
monthly report, 0-9, Exhibit 5, 15 
quarterly report, 10 
submission of report, 10 

Trial, notice of, 3-4 
Exhibit 3, 13 

I' 
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Affirmation 
substitution for, 
to jUI"Y 

to Cjua 1 ify, 5 
to swear in, 5 

to wi tness, 3 
Alternate jurors 

in civil case, 20 
in cl'imillal case, 40 

Appearance, entry of, 3D, 31-32 
ArraignmC!lIt, gen., 29-33 
Bail 

at arraignment, 30-31, 33 
form, 30-31 
hearing, 34 
S lire ly ba i 1 oa th, 33 

Bench warrants 
issuance, 20, 32 

Calend~rs, see also specific headings, 
this index 
ci vi] 

daily trial, 9 
formal/special cause, 10-11 
motion, 14-]5 

criminal, daily calendar, 20 
Cash bail, see Bail, this index 
Continuances ,_ 

formal/special cause matters, 10 
motions, 14 

Cos ts, 45 
Court log, see Court Record Book, this index 
COllrt recor'd hook, 7-0 
Daily calendar (criminal), 20 
Dai ly lrial cillenu.lr (civil), 9 

III, Courtroom Procedure 

Disposition case 
definition, 2B 
gull ty/nolo, 36 

Docket en tri es 
civil, 23 

sample, 53 
criminal, 47 

sample. 61 
E)(hibit". 1-2 

1 ahe ling, 1 
log entry, 2 
storage, 1-2 
to jurors. 2, 41 
wi thdrawa 1, 2 

Forelll~n. appointment of 
in civil jury, 20 
in criminal jury, 40 
in grand jury, 26 

Formal/special cause matters, 10-13 
appointments, 11 
calling of calendar, 10-11 
continuances, 10 
duties, in-court, 12-13 
heal"'ings, 12 
statistical report, 13 

'Grand jw'y, 25-27 
oath 

to qualify, 25 
to s\~ear in, 26 

qua 1 i fy i n!l, 25 
report 0 f, 27 
terlll of, 27 

lIeil r i Il!lS 
ha il, :14 
violation, 35 

" 

1-1\ 

" 

Impanelling jury 
in civil case, 18-19 
in crinrlnal case, 37-39 

Interpreter, oath to, 42 
Jud9illents (ci vi 1), 24 
Judglllen"t on conviction, 43 
Jurors " 

excused, 4 
in civil cases, 10-20 

examination, 18-19 
cha 11 enges to, 19 
oath to, 20 

in criminal cases 
alternqtes, 40 
challenges to, 39-40 
Oil tit to, 39-40 
voir dire, 30 

list of, 4 
sub-panels, 5-6 

Jury. see Petit Jury, Grand Jury, this index 
.Jury COIliHissioner, 4 
Mittimus, 47 
Hot/OilS, 14-17 

calendar, 14-15 
continuances, 14 
duties in court, 16 
for new trial 

civil, 1l 
c ri 011 Ilal, 44 (coillnen t) 

Oaths 
personal recognizance, 30-31, 44-45 
sure ty ba i1, 33 
to !lI'Mld jury 

jury keeper, 26 
qUiI J i fy, 25 
stl!nogrilpher, 26 
SI1Qill' ill, 26 

• 
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Courtroom Procedure. cont'd. 

Oaths (cont'd.) 
to interpreter, 42 
to jury panel 

to qUill ify, 5 
to swelll' in, 5 

to peti t jUl'Y 
in civil case, 20 
in criminal case, 40 

to jury keeper, 40-41 
sequestered jury, 41-42 

to wi tnes s 
Personal recognizance, 33 

forllls, see Oail, this index 
oath, 30-31 

Peti t Jury 
in civil matters, 18-22 

impanelling, 10-19 
interrogatories to, 21 
polling of, 22 
verdict of, 21 

in criminal matters. 37-42 
impanelling, 37-39 
oath, 39 
voir dire, 38-39 

Peti t jury panel 
qual ifying, 4-5 
sub-panels, 5-6 
s\'/earing in, 5 

Plea (guilty/nolo). 36 
retraction of~ 36 

Remand, 46 
Sentencing, 43-45 

deferred, 44 
fined, 44 
probation, 44-45 

Surety bail, 33 

Trial 
duties of clerk, at, 23 

Trial calendar, see Daily'Trial Calendar, this index 
Verdicts 

taking of, in civil matter, 21 
Haiver, of trial, 36 
Hitness, swearing in, 3 

1-5 
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Accounts 
book entries, 7 
escrOl~ ,6 
fines and costs, 19-21 
lIIaintenance of. 1-2 
reconciliation of, 2 
registry account. 3-10 
savinos accounts, dividends/shares, 10 
types - a f. iii 

Ba i 1 (cilsh) 
furfeited. 6 
pas ted. 1\ 
returned. 5 

Bureau of audit, 18 
Deposits, gen .• 1-2 

Exhibit 1. 23 
Escrow accounts, 6 
Fil i ng fees, depos it of. 8 
Fines and costs account 

deposit. 19 
receipts. 19 
rece i fl ts tra nsmi tta 1 voucher, 20 

Exhibi t 2,24 
reconciliation of account, 19 
tral15mi ttal to General Treasurer, 20 

Forms, see iv. List of Exhibits 
General Treasurer 

quarterly report to, 18 
re funds frolll. 21 
refunds to. 11-12 
transmittal to. 9, 20 

Invoice voucher. 13 
Lxhihi t:l. 25 

"I 

IV. Financial I·Iatters 

Jury payroll account, 13-]8 
elllployer letters. 17 

Exhibit 5,27 
i nvoi ce voucb;:~', 13 
juror list, 13 
paychecks, 15 

preparation, 15-16 
distribution, 16 
hold-over cases. 17 

payro 11 sheets. ]4 
!;xhibi t 1\. 26 

quarterly repol't to Bureau of Audit, 18 
Miscellaneous account, 0-9 

journaT entries, B 
transllli ttill to Genera 1 Treasurer, 9 

Petty account, gen .• 3 
Receipts. 1 
Receipts TranslIli ttal Voucher 

Exhihit 2,24 
Refunds 

frolll General Treasurer, 21 
frol11 State Treasury, 21 
to General Treasurer, 11-12 

Registry account, 3-10 
checking, 3 
individual savings, 3, 4-6 
1111 see 11 aneOliS aCCOlin t, 3, 8-9 
petty account, 3, 4-6 

Requisitions, 22 
for delivery of !>upplies, 22 
utility purchase voucher, 22 

Savings accounts, 3 
shill'es/dlvldt!ncls, 10 

I. Ii 

" " 

Supplies 
de li very of. 22 
orderi ng of, 22 

Uti 1 i ty purchase voucher, 22 
Exhibit 7, 29 

Wi thdrawa 1 s, 2 
authorization for, 6 

• 
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