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Pursuant to the agreement of January 15, 1974, a team 
from NCPM conducted a survey of the internal office procedures and 
ivork flow of the Criminal Division of the Delaware Department of 
Justice. 

Attached to this report is a copy of the NCPM interim 
report. The NCPM rc-rort is in two parts. Part One is a narrative 
of office procedures used in processing a case and is the result 
of interviGws '.;vith the clerks and secretl.~ries of the Criminal 
Division. l?art Two is an outline of the new file system which the .. 
NCPM team has nesigned for the Division and the procedures and forms 
that are required to make it successfully operational. 

Also attached to this report is a copy of the 
"Defendant Locator Card" designed by NCPM as one of the keys to the 
ne\'1 system. 

The status of the project then is as follows: 

NCPM and the Department of Justice have completed steps 
1 and 2 of the timetable contained in the May 3 1 1973 letter from 
Deputy Executive Director Etheridge and made a part of the agreement 
of January 15, 1974. At this point the timetable for implementation 
is suspended for the following reasons: 

1 - It became apparent that the Criminal Divisio11 
:> Hould move out of the Public Building and it ,;,vas decided that~it would 
~be appropriate to see what effect the new physical plant would have on 

the suggested procedures. 

2 - The IIIntake ll or case screening procedures b§.gan to 
evolve and change. Since "Intake" Vias in its infancy when the NCPH· 
team con,ducted their study i T,ve determined to wait until "Intake" 
procedures were finalized to the pOint where qny new general office 
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"procedures could interface with llIntakotl with a minimum of reworking. 

3 """ :rha Attorney General hn$ not yet given his apprcNal 
to the forms and procedures suggr~stcd due to rcscrrvations ar:; to 
specific forms by former State Prosecutor Jeffrey Heiner n:nd 
CUrrel1.t State Prosecutor Goar~~c 8eit:.:;. Since the approval C)f the 
Attorney General is required by step 2 of the timetable, the 
implementation has been delayed accordingly. 

The objections raised by Messrs. Weiner and Seitz center 
around the flDefe.ndant Locuto:r: Card" which is atta.ched cmd wh.ich 
is cen"tral to the entire system. In sttlmnary 1 these obj cctions 
are that the card does not supply enough information such as Date 
of Of£ense, Date of Arrest, Name of Police Agency-, etc. In 
addition, since the card is filed according to defendant's status, 
his status in the system must be known before his card can be 
found. 

Finally) one large objection raised by Mr. Seitz is that 
although the system needed, agreed upon, and designed is manual 
in natur<p, the State Prosecutor favors a manual system which can 

" be readily and easily converted to data processing equipment at such 
time as such equipment becomes available to this office. 

In summary, until certain internal office studies are 
complete and policy decisions are made, the remaining steps in the 
NCPM timetable will be delayed in their implementation. We 
anticipate at this time that procedures substantially along the 
lines recolnmended by NCPM in the attached report will be imple-
mented an~_~~~ __ ti~~t~:!=>le _ comp1:..:..!::=~ ___ ?efore the end of the year. 

" ' 
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CASE FLOW NARR~TXv~ 
DELAWARE D:EPAR'X'MEN'1' OF 0'USTICE 

CRIMINAL DIVISION 

The majority of the work involved in the processing 

or criminal cases in the Delaware Department o:!= Justice 

is performed by the three secretaries ~lho comprise the 

Criminal Division. They are Nancy Steinberg, Rosemary 

Kowalski and Muriel Durham. They are assisted by 

Lillie Randolf, an office, receptionist, who also handles 

the paperwork associated with sentencing. A fifth 

secretary, I<athy Ir~"in f shares a portion of the duties 

related to trials in the Court of Common Pleas. 
," 

INTAI(E 

For the most part, the Attorney General prose~utes 

only felony and drug related misdemeanor cases and 

these are tried 'in the Superior Court. However, in some 

situations the Attorney General will become involved in 

other misdemeanor cases, and to understand these 

situations it is necessary to briefly outline the lower 

court processes in Delaware • 

. After arrest, an indi vid'ual is taken immediately to 

a magistrate court or municipal court for arra~gnment. 

If at that time the individual is charged 't'li th certain 

specified misdemeanors, he may elect: (1) a trial at 

'\ t· 
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thai;. time, (2) a trial before the Same magistrate at a 

- later date, or (3) a trial before a judge in the Court of 

Common Pleas.UJIf he chooses a trial before the Court 

of Common Pleas, he may, upon arraignment at,CCP, elect 

a jury trial at Superior Court. 

APPEAL FROM MAGISTRATE'S COURT' 

In the eyent that the defendant chooses a 't.rial 

before a magistrate, is found guilty, and is sentenced 

to a fine of more than $100 or more than 30 days 

incarceration, he is entitled to a trial de novo in 

-Superior Court. The path such an appeal must take is 

as follm'ls: 

(1) The accus~d files the necessary papers, including 

a memorandum of appeal, the warrant and the bailor 

commi tment papers with the Prothono't:ary. 

(2) The Prothonotary assigns the committing 

magistrates number. (CM#) 

(3) The Prothonotary fonlards a notice of appeal 

'and the documents listed above to the Attorney General. 

(4) Notice of appeal is entered in a logbook, an 

Attorney General serial file number is assigned, and 

the case file and index card are ,prepared by the 

in-take secretary. 
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(5) '1'he sto:t:.tf. Prosecutor rev'iews the case and 

decides whether or not to proceed with prosecutiOh. 
/> 

If 'I:he decision to ,prosecute is made I a deputy 

attorney general is assigned to the case at this 

time. 

(6) The deputy attorney'general and a secretary 

prepare the information and file it ,;V'i th the 

Prothonotary. 

(7) The Prothonotary then assigns a criminal 

action number (CRA#) and this number is entered on 

the defendant's index card. The card is then 

placed in the "appeal or transfer file". 

Al?PE]'\~L FROfil COURT OF Cm'JlllON PLEAS --
At the time of,his arraignment, the defendant has 

. 
the option of having his case tried before a judge of 

'the Court of Common Pleas. If the defendant elects 

this option, his case will be processed along the 

following lines: 

! (1) Hagistrate court notifies the Court G:ft;:!ornmon 

Pleas of the defendant's decision. 

(2) The polic~ report is sent to the office of the 

Attorney General. 

(3) Kathy Irwin receives the po~ice report and files 
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it pending the assignment of trial date. 

( 4) 
1 

The Court of ~ommon pleas information is 

prepared by the CCP and signed by the deputy 

attorney general assigned to the CCP. 

(5) Arraignment'in the Court of Common pleas 

is held on Friday of each week. 

(6) In New Castle County, where the potential 

fine is more than $100 or imprisonment more than 

30 days at arraignment the defendant has the option 

of electing to have his case transferred to the 

superior Court for a jury trial. 

(7) If the defendant chooses to have his case 

tried before the Court of Common Pleas, he so 

indicates at arraignmen'!: and the Court of Common 

Pleas prepares a, calendar. Kathy Irwin receives 

the calendar from the court on an irregular basis 
" 

and it must be co~tinually updated. The day before 

, trial she goes through the calendar and pulls the 

police reports on thbse defendants scheduled to 

appear. 

(8) On the mornin~-of trial the deputy attorney 

.general assigned to '!:he Court of COn'tlilOn Pleas 

interviews the arresting officer and witnesses. 

, . 
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(9) I.f the defendant is found guilty 1 he has the 

ff ~ight to an appeal on the record to the Superior 

Cour·t. 

TRANSFEn TO SUPERIOR cOunT 

(1) If, at the time of his arraignment in the Court 

of Common Pleas the defendant chooses to have his 

case tried befo~e a jury in Superior Court
f 

he must 

file a request for transfer w'ith the Clerk of the 

Court of Common Pleas. The Clerk then forwards 

the request to the Prothonotary. 

(2) The Prothonotary notifie~ ~he Attorney General 

by memorandum, attaching copy of the traffic ticket 

if appX'opriate I. the bailor coromi tment documents 1 

the lower court infonnation and warrant, and a copy 

of the defen~ant's notice to appear in Superior Court. 

(3) Nancy Steinberg notes the receipt of these 

papers in her log book and prepares a case file and 

index card. 

(4) Ka't:hy Irwin also racei ves a copy of the memo­

randum of transfer and review's her file of police 

reports, selecting those w~ich pertain to cases that 

have been transferred. She then.turns these over to 

the office detectives . 

, I' 
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(5) The case is then ready for the scheduling of 

arraignment in Superior Court a11d the index ca,rd 

is placed in the uPending A.:r,:raignment II box indicating 

that the case should be set up for arraignment. 

FELONY INTAKE , 

(1) Immediately after his arrest on a felony or 

drug charge, the defendant is arraigned pefore a 

magistrate. The magistrate issues a warrant at 

this time and prepares commitment papers or arranges 

pre-trial release. A copy of the ~V'arrant is given 

':;' to th'e arresting offices. A date for preliminary 

hearing is also set at arraignment. 

(2) The arresting officer calls Magistrate Court 

#10 and schedules an intake interview with the 

In-take Screening Deputy. 

(3) At the screening interview, the officer 

furnishes a copy of the warrant and the police 

report to the Office' o,f the Attorney General. 

Nancy Steinberg prepares an index card and a case 

file and enters the case in her log book. The 

index card is then filed in the Hln-take Box ll 

pending a plea or Grand Jury action. 

. ' 
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(4) The :en-take Deputy in'cerviews the police 

officer and any key witness and d.etermines th~ 

charges that should be brought against the defendant. 

The decisions relating to charges, reductions, or 

dismissals reached by the In-take Dep'Llty annotes 

the case file jacket ,'lith any instructions he may 

have fo1.' the Deputy assigned to handle the preliminary 

hearing (shoUld the case not proceed directly to 

Grand J"ury) . 

(5) l].1he State Prosecutor utilizes the log book to 

assign the cases to individual deputies. 

(6) preliminary hearings in Delaware must be held 

within ten days if the defendant is incarcerated , 

and ~vithin t\'lenty days if he is not. Two or more 

deputies are assigned on a rotating basis to handle 

preliminary hearings in Ne~'" Castle County, one is 

assigned in Sussex, and occasionally one is assigned 

in Kent. 

(7) If the defendant is in custody, prison authorities 

will be notified to present him for preliminary 

hearing. 

(8) Should the defendant be free on bond, the normal 

procedure involves the notification of the bondsman, 
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who is responsible for the defendantls appearance 

at preliminary hearing. 

(9) If the preliminary hearing results in a 

determination of probable cause, a copy of the 

complaint, the warrant and the bail bond or 

comrni tment papers are sent from the magis-crate 

court and municipal court to the Prothonotary. 

(10) In some cases the defendant may waive 

preliminary hearing or it may be bypassed for 

various other reasons. Should this happen, the 

documents discussed above are sent directly to 

the Prothonotary. 

(11) 'Nhen these papers are received by the 

Prothonotary, a committing magistrate's number is 

assigned to each charge and these numbers are sent 

to the Attorney General's office where they are 

logged in on the defendant inde~ card by 

Nancy Steinberg. 
, 

(12) The defendant may elect at this -time to 

'IIT?ive indictment and if he does so, the vlaiver 

and information are prepared by Rosemary, signed 

by the defendant 1 s a·ttorney and f,iled \<li-I::h the 

Prothonotary's office. The Prothonotary's office 

t 
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receivos the information and the'~laiver and assigns 

a CRA~~. The Attorney General's office is not';'fied 

of the CRA# by receipt of an annotated information. 

Nancy updates the index card. 

(13) Nancy th~'!n places the index card on the 

Pending Arraignment Box to signal. that an arraignment 

should be scheduled. Frequently, the defendant 

pleads to the charges in the information.in which 

case the index card is moved directly to the 

uPending Sentencing Box". 

• (14) If the defendant does not choose to by-pass 

the Grand Jury, an indictment is drafted by the 

deputy to whom the case 'has been assigned and pre­

pared by Rosemary and Nancy, signed by the responsible 

deputy and filed pending Grand Jury. Prior to Grand 

Jury a Grand Jury list is prepared by Muriel of 

cases to go to Grand Jury. 

(15) Grand Jury hearings are held on the second 

Wednesday of each month and the arresting officer is 

responsible for presenting the case to the grand 

jury. If ignored by the Grand Jury bvice the case 

must be aut;omatically dismissed and the Attorney 
. 

General files a nolle prosequi.) The true bill is 

'\ .. 
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filed with the p~othonotary. 

(16) Nhen the Prothonotary receives the true bill 

or information, a criminal action number is assigned 

to ~ach charge. The Prothonotary prepares a list 

of defendants indicating the cOnur.\.i tting mugls'crate 

and criminal action numbers and. this lis'c is sent 

to Rosemary who adds the CRA#~ to the master Grand 

Jury list, and the list is used to update the 

index cards and the case file. When this is done 

the index card is ::il.oved to the pending arraigl1.ment 

~ file. 

SUPERIOR COURT TRIAL PROCESS 

(1) St1.perior C;ourt arraignments are held every 

Friday and on the 'second Wednesday after Grand 

Jury for arraignment on rule of summons and are 

scheduled in the Attorney General's 'office ,by 

Rosemary Kowalski. 

(2) When the date for his arraignment is S~t, a 

subpoena is prepared by Rosemary and served em the 

defendant by sheriff after certified by Pro~honotary. 

(3) If the defendant is t:lot present at -the first 

,s'chedulecl arrnignment, or if for some other reason 

a continuance is sought, a second arraignment is 

~--------------------~--------
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scheduled. If the defendant fails to appear a. 

.' second time I a capias is prepared by Rosemary and 

the index card is moved in capias file indicating 

tha.t further procedures are suspended pending 

defendant's arrest. 

(4) All activity at arraignment, including pleas 

taken, continuances and the identity of the 

parties seeking the continuance, is recorded by 

Rosemary Ko\valski. 

(5) After a not guilty plea is entered at 

arraignment the defendant's '{n~ex card is updated 

accordingly and transferred to the "pending trial II, 

file \'7here it i.s filed by the defendant's name. 

(6) ~'7hen the index card is placed in the IIPending 

Trial BOX " another secretary, ~Iluriel Durham is there-

by signalled that the case is ready to be assigned 

a trial date. Appr'oximately five or six v7eeks' 
I 

before the beginning of a monthly sessio~ ,uriel 

consults the court schedule indicating the avail-

ability of judges and trial days. Creating a calendar 

therefrom, she consults with each deputy concerning 

those cases assigned to him and ~etermines those 

that are ready for trial. Those cases which are 
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ready for trial ar~ assigned ~ specific day on the 

calendar. By anticipating pleas, the deputy may 

commit himself to handling as many as three or four 

cases on a given trial day. The calendar is 

completed by the end of the first week of 'the month 

prior to that to which the 'calendar refers. The 

calendar is then sent to the court for printing and 

distribution. 

(7) After the completion ,of the master calendar, 

·t.he trial date is entered on the defendant I s index 

card. 

(8) As the date soheduled for trial approaches, 

a witness list is prepared and placed in the witness 

notification file. 

(9) If the state wishes to change the date of trial 

a letter of request must be sent to the Criminal 

'Office Judge who is responsible for the administrative 

aspects of the Superior Court . . 
(10) If the charge is approved the defense attorney 

is notified and the master calendar and index cards 

are updated. 

(11) Approximately t\,lO weeks before the sclieduled 

trial date a defendant's file is pulled and the 

. , 
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witness list is checked. 

(12) If a police witness is involved, the subpoena 

is served on the officer by the Attorney GeneralIs 

detectives. 

(13) When a civilian witness is to be subpoenaed, 

and he or she lives in New Castle County, the 

Attorney General types the subpoenas and gives them 

to the Prothonotary, who sends, the subpoenas to the 

sheriff for service. Return of service is sent to 

the Attorney General. 

(14) If a civilian witness resides in either Kent 

or Sussex counties, he or she is served by registered 

mail from the Attorney General's office . . . 
(15) One week before trial a scheduling conference 

may be held with the deputy attorney general assigned 

to the case, defense counsel and the Criminal Office 

Judge in attendance. If the trial is rescheduled as 

a result of this meeting, 'witnesses are notified and 

the calendar is updated. 

(16) Calendar call is held in the morning of each 

trial day. Because there is no deadline on plea 

negotiations in Delm'lare I pleas may be taken on the 

day of trial itself. At calendar call all pleas and 

., .. 
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continuances are noted. If a continuance is involved, 

the case is rescheduled immediately and the deputy 

present annotates the master calendar accordingly. 

(17) In most cases, except first degree murder, the 

trial judge is not assigned until the day of trial 

itself. Jury selection is also usually undertaken 

on the morning of.the trial date. 

(18) If the defendant is found guilty at trial, the 

judge usually orders a pre-sentencing report. The 

District Attorney trying the case is responsible for 

~ annotating the case file jacket. 

SUPERIOR COURT POST-TRIAL PB.OCBDUHES 

(1) The court is responsible for the schedule of 

sentencing and notice of the schedule is sent to 

Lillie Randolf in the Attorney General's office. 

She then pulls the case files and index cards of 

those cases on the sentencing docket. 

(2 ) A letter is sometimes sent to the victim of 

the c;·:ime f informing him or her of the date of 

sentencing. 

(3) If the defendant is not in custody, a subpoena 

is prepared to insure his attendance at the sentencing 

hearing. If he is already in custody, the state 
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prison is notified to present him in court at the 

appropriate time. , 

(4) The deputy assigned to.the Case is present at 

sentencing and notifies Mrs. Randolf of the sentence 

handed down. This information is then entered on 

the defendant's index card. 

(5) If a charge remains outstanding at this time 

against the defendant I 1Ylrs. Randolf will prepare a 

nolle prosequi. 

(6) The index card is then placed in the c10seq 

file. 

APPEALS FRaN SUPERIOR COURT 

(1) 'I'he defendant has sixty days from sentencing 

to file an appeal in the Delaware Supreme Court. 

The Attorney General may also appeal a Superior 

Court decision to the state's high court, but an 

appeal by the prosecution must come within thirty 

days of sentencing. 

(2~ A copy of the notice of appeal is sent Ito the 

Prothonotary I s office I \vhere a transcript is then 

prepared. Another copy is sent to the appellee . 

(3) When completed, the transcript is sent to the 

Supreme Court, the defendant and'the Attorney General 

. 
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if the latter requests one. 

(4) The appellant's brief must be filed with~.n 

thirty days of the receipt of the trial transcript. 

T.he appellee then has 'l:\'l€m'l:y days to respond with 

his brief, with ten days allowed from the filing 

of appellee's brief for a reply by the appellant. 

(5) Argument and the opinion follow. If the 

defendant prevails a new trial is scheduled. If 

not I a date for resentencing is set if the defendant. 

was released pending appeal. 
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rho Gilsa ('Innagemen't and Informati on System descr; bed hete is 

designed to provide an efficient method of index.ing cases and preserving 

vital information 'in readily accessible form. This \'Iill promote 

orderly and efficient case processing and generate management and 

statistica~ information reports concerning the performance of the office. 

Specifically, the system will enable the Attorney General to 

determine the current status of a particular case through the use of 

the Locator and status cards prepared on each defendant. In addition 

to enabling the Attorney General to track individual cases through the 

criminal justice process~ the system will also produce on a periodic 

basis, management t'eports reflecting the-total inventory of pending 

cases by status and deputy assigned. These and additional reports 

will :make 'it possible to monitor office performance on a routine 

basis; identify problem areas, workload imbalances, and bottlenecks; 

detect missing or forgotte~ cases; conduct one-time analyses of 

particular areas of interest; reflect total monthly, annual, and 

year-to-date statistical performance; and preserve in readily 

accessible form a variety of historical informationconce~ning each 

case. 

GENERAL: 

Although designed to enhance the operations of the entire 

office, the system is centered upon the internal operations of the 

Criminal Division. In order to fully implement the desigM) the 

existing staff of the Criminal Division will nec~ssarily be expandSd 
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to include the following positions: (1) Stntisticidn/Office Managor; 

(2) File Control Clerk; (3) In-take Clerk-typist; (4) Grand Jury -

At'ra i gnment Cl erk-typi st; and (5) Trl a 1 Cl erk-typi st. In aclditi on) 

supplementary assistance may yet be required from one of the 

receptioni$ts currently responsible for handling matters related to 

sentencing. The individual duties of each of these positions will 
~ 

be further explained below. 

The system is based upon the preparation and maintenance of 

three control instruments: A Master Log Book, a Defendant 

Locator Card, and a Defe.ndant Case Status Card. At in-take, each 

case is entered in the Master Log Book which thereafter serves as 

a-permanent record of every case entering the office. Use of the 

inde.x card and the status card generates two related information 

files which are maintained for each case in the office. The first, 

the Defendant Locator Card is filed alphabetically by defendant 

and contains basic identifying data on the defendant, charging 

information, jail/bail data and the names of the deputy attorney 

gener~l and defense attorney handling the case. In addition, 

along the bottom of the card is a series of blocks~ each representing 

a major point in the case pY'ocessing system. As the case proceeds 

through the system, its progress is indicated by checking thes'e 

blocks. This procedure provides anyone seeking more detailed 

information on the status of a particular case with the information 

needed to locate the Defendant Case Status card. 

I i 
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The Defendant Case Status Card contains the same identifying 

information as the Locato'r Card at its top ~'ihere the format 

is the same. It also contains detailed historidal information about 

the case and its current status. ~~en completed, the card repr~sents 

a summary of all of the important asp£:!cts of the case from charge to 

disposition and sentence. 

The defendant case status fil e is the key to the enti re system. 

The file is open-top and subdivided into six categories, each of which 

corresponds to a major break point in the case processing system. 

Associated with each of these break points is a particular set of tasks 

which must be accomplished before the case can proceed to the next point. 

lhese major break points along with their subdivisions are as 

follp\IJs: 

(1) Pending PrelimincH'Y Hearing and/or Grand Jury 

a) Indictments and informations 

(2) 

b) Appeals and transfers 

Pending Arraignment: 

a) pending arraignment subcategory and 

b) warrant or capias outstanding subcategory to 

indicate those arraignments which have been 

scheduled but delayed pending the defendant's 

arrest. 

(3) Pending Trial 

, . ' 
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(4) Pending Sentence 

(5) Pending Appea1 

(6) File Closed 

- 4 -
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Each of the principal status categories is further subdiVided 

into sUbsections for each Deputy Attorney General. As the case 

progresses through the case processing system the case status card 

is updated to reflect all current information and then transferred 

to the category It/hich corresponds to its current status. \'Jithin 
,fl 

each category the card is filed behind the name of the deputy to 

whom the case is assigned. 

As the case status changes and the case status card is noted 

and transferred the Defendant Locator Card is also annotated to 
,~ ., 

whow the current case status and the present location of the Case 

Status Card. This is performed by checking the appropriate box 

at the bottom of the Locator Card. In thi s It/ay anyone may 

readily respond to general inquiries concerning the status of a 

par~icular defendant by simply looking up the Locator Card. If 

additional information is requested the Locator Card \'1111 refer the 

seeker to the approp'riate status category where the Case status 

Card may be found; 

Because the Case Status Cards are filed according to the 

current status of the case, one may readily judge the existing 

distribution of cases throughout the case processing system. By 

taking a periodic count of the cards by case status, fluctuations 

in the distribution of the cases can 'be noted. Disproportional 



• • 
, t 

___ -,--_--,-_~_-.....,..."~-..",...',,'..,,..< "'""~~._;;:;; .......... ,.,.".~"'=i __ = ... =,~=.~"""',-~;::;;-.:;:;;;_=;;;;;_;;;;:;:_=1;;lo.,."'l'_W'O~~~ .. ~~~;l,1,~11;~.~~1~~~~.;4«~ 
"~) 

- 5 .. 

growth in the number' of cards in a particula'r status may indicate 

new problems and causes of delay. 

Because the ens!.: Status Cards are f'il ad accordi n9 to the 

. deputy attorney gem:ral to whom the case is assigned, the number 

and kinds oreases assigned to each deputy can be easily measured. 

This procGdure also allol;/s the AttoY'ney General to determine how 

many cases each deputy has pending at edch of the major break points 

within the system. The system permits the preparation of periodic 

statistical reports reflecting this distribution and these may be 

compared and analyzed to promote bette~" management practi ces with in 

the office. 

Another important feature of the system is its abil ity to 

automatically identify those defendants with cases a1ready pending 

against them both \'iithin and without the particular cOlmty in 

which they are currently being prosecuted. Tb achieve this, 

multiple copies of the Locator Card are created at case intake. 

One copy is retained for use within the originating office and 

one copy is fo'('v/a rded to each of the other blO county offi ces 

of the Department of Justice. Upon receipt, the other offices 

file the index card under the defendant's name in their 

respective Defendant Locator files. In the process, the file will be 

searched for other index cards pertaining to the same defendant in 

order to determine 1,IJhether or not prosecution is already pending 

against'the defendant in another county. 
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The preparation of a Case Status Card a'S \'lell us multiple 

copies of the Locator Card could be cumbersome and vostly time 

consuming. To overcome redundancy in file cord preparation the two 

f-orms along \'/ith the necessary copi(~s have been combined into one 

overlapping multi-part form. In this way> when the case is in'itiated, 

a typist creates both cards along with necessary copies simultaneously 

and without duplication of work. 

A centralized file storage facility and file control system 

are essential to the effective operation of the case management 

and information system. 

Essential to the expedient and effective operation of the 

case management and information system is a centralized file 

control and storage facility. Centralized filing promotes the 

maintenance of complete and up-to-date files and makes possible 

accurate inventory of case files, thereby reducing the number of 

misplaced defendant case files. Coupled with the use of an 

informative case file jacket the centr-a11zed filing procedure 

permits the collection of necessary case status and historical 

information without wa·steful dupl ication of work. 

LOCATOR CARDS: 
. 

After the Locator Card is separated from the Status Card, 

the date the case w~s filed with the Department of Justice should 

be noted in the space provided belm'/ the lJINTAKEJI block at the 

bottom of the card. The copies of the card should then be 
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separated, with one copy to be retained in the originating office and 

the remai n1 n9 two to be sent to the. other tv/o counti as in the state. 

If the information on the card deals with a misdemeanor ratber than 

tl felony a misdt:lmean(rf label should be attach~d to each copy of the 

Locator Card over the space provided for eRA numbers. As the case 

proceeds~ the appropriate status block should be annotated to reflect 

its progress. 

When a preliminary hearing has been scheduled and it is still 

pet'1ding~ a HjU should be placed in the If PENDING PRtLHtlINARY HEARING 

OR GRAND JURy li block. Once the preliminary hearing is held and the 

case is pending presentment to the grand jury, the "/" should be 

changed to an "X", The same procedure would apply if the preliminary 

hearing were bypassed. 

~Should prosecution proceed by way of an information rather than 

an indictment) then an "0 11 should be entered behind the II/II indicating 

a pending preliminary hearJng. 

Aftet' a true bill is returned or an information has been signed a 

1I;rt shoUld be entered in the "PENDING ARRAIGNrlENP block and the date 

scheduled for arraignment should be entered in the appropriate block. 

If the actua1 date of arraignment differs from that originally 

scheduled) then this date should also be entered in the date block. 

When a warrant or capias has been issued and arraignment is 

delayed pending the, defendant's- arrest, a IIW1 should be noted in 

the "PENDING ARRAIGNMENTI\ block. 

,"\" ' 
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As the case proceeds through the processing system, a notation -
is made in each block to correspond to the present location of the 

Case Status Card. 

CASE STATUS CARD: 

As the case proceeds through the system, the Case Status Card 

should be annotated with the appropriate information and moved to the 

corresponding category in the, Case Status File. The same cards will 

be used for both felonies and misdemeanors originating in the 

Attorney Generalis office as well as misdemeanor cases originating in 

the lower courts and coming to the Department of Justice on appeal 

or transfe\". \Ilhen a misdemeanor is involved the procedLtre to be 

fo 11 owed is the same as that descri bed above for hand1; ng the Locator 

Car~. A misdemeanor label should be applied to the Status Card in the 

space provided for CRA numbers. 

As the tase proceeds through the system, the Case Status Card 

should be annotated v/ith the appropriate information and moved to the 

correspo.nding category in the Case Status File. Case status and 

disposition data should be added to the form as follows: 

(1) Date of Arrest: This data is entered in the Status Card and 

in the 109 book by the Intake Cl erk-typi st who gets the info'r­

mation from the police report delivered to the Department 

of Justice. 

(2). Intake Intervie\v: (a) The Intake Clerk-typist enters this date 

in the log and an the Status Card at the time of the interview 

itself .. (b) If the case is rejected'at screening) this should 

be noted on the DISPOSITION Side (right side) of the card by 

the Intake Clerk. 
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(3) Appeal or transfer: If the case to the Depa'rtment of Justice 

as an appea1 from a lower court ot,a request for transfer from 

the Court of Common Pleas, the Intake C1erk enters the date she 

rccEri ves the requi red documents from the Prothonota ry. She 

also checks "'lith the "App" or "Transit box depending all the 

or1 gi n of the caSE!. , 

(4), Preliminary Hearing: The date for thepreliminary hearing is 

set at the time of the defendant's arraignment in magistrate 

court. This information is relayed to the Department of 

Justice, by the magistrate and recorded on the card by th~ 

Intake Clerk. 

(5) Continuances(s): 

(a) If the preliminary hearing is continued, the date of the 

final continuance (i.e. the date Of the hearing is actually 

held) is entered on the rrfinal continuance II line on the 

Status Card's front. 

(b) Whenever a date i~ entered on this line, details such as 

who requested the final continuance and the dates and 

source of any intervening continuances will be listed in 

the appropriate space on the card's back. 

(c) In some cases if the preliminary hearing is continued it 

is skipped entirely. 

(6) Ind'i ctment 'or Informati on: The date entered for an infol111ati on 

should be 'the'date it is Signed by a deputy atto'rney general. 

When an indictment is involved the date entered should be that 

on which a true bill is returned. Th~ data concerning information 
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and indictm~nts is the responsibility of the Grand Jury-Al"raignment 

Clerk. She pulls the Status Cal"d' from the 1I1ntake tt file and enters 

the date of the .ttrue bill or info'rmation on the card al1d then 

places the card in the "Pending Arraignment ll file. 

(7~ Arraignment: 

:-.: (a) The Grand JUry-A'fraignment Cl~rk schedules an Superior 

I. 

.... 1';­, ' 

.* " 

(8) 

Court arraignments. She then enters the date on the 

status Card and returns it to the "Pendi~g Arraignment ll 

fi 1 e. 

(b) If a plea is entered by the defendant at the arraig~ment, 

the Grand Jury-Arraignment Clerk (It/ho attends all arraign­

ments) notes this information on the "DISPOS1TrON" side of 

status Card. The card 'is then moved to the "Pending 

Sentencing!! fi1e. 

Continuance(s): 

(a) Once agajn the date of the final continuance (or in this 

case the date of arraignment) is entered on the front 

of the Status Card. This data is entered by the Grand 

Jury-Arraignment Clerk. The card ;s then moved to the 

If Pending Trial II box . 

(b) vlhenever a date is entered on the IIfinal continuance" 

line on the card's fron~) the details on that final 

conti nuance as wel1 as the dates and i nformat; on on 

any intervening continuances are entered on the back 

of the card. 

~ --------------- -- - -- --
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(9 ) End of Pre-Tri a 1 ~1toti ons: The date entered here shaUl d refi ect 
~ IP 

the time of the court's ruling on-the final pre-trial motion. 

Dato,i1s as to this motion and all .other pre-trial motions 

are then entered on the bacK of the card. The source of 

this data will be the case jacket) where the deputy attorney 

general will note all motions practice information. 

(10) Trial Date: The Trial Clerk-typist wil1assign a trial 

date when the deputy attorney general assigned to a case 

indicates a readiness to proceed to trial. This date can 

then be entered on the status Card and the c~rd returned 

to the uPending Tri alII fil e. 

(11) Continuance(s): 

(a) Once again the final continuance date (actual trial 

date) is entered on the front of the card and the 

details on this and any other intervening continuances 

are entered on the card's back. The Trial-Clerk will 

make these notati ons and wi 11 find the necessary infor­

mation on the annotated trial calendar which is taken 

to calendar call each day. 

(b) If a plea is entered at calendar call) this data also 

goes on the master calendar and the Trial Clerk takes , .. 
the information from the calendar and enters it on the' 

·card. The card is then moved to the "Pending Sentencing lJ 

file box. 

(12) DisQ.osition: 

(a) The date of the end of trial should be taken from the 

case file jacket at the end of trjal and entered on the 

Status Card. 
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(b) Details as to the disposition itself should go on 

the lIDISPOSlTIONu side of th-e front of the card. 

Following this the Ctwd is moved to the uPending 

Sentencing ll fna. 

~ (13) §entencing: The sentencing schedule is currently sent by 

the court to Ms. Lillie Rando1ph, one of the Attorney 

General IS receptionists. She pulls the Status Card and 

enters the date of sentencing. The deputy attorney general 

assigned to the case attends the sentencing hearing and notes 

the sentence on the file which is than given to Ms. Rand01ph. 

She then enters the sentencing data on the right side of the 

Status ea rd and returns the case fil e to the fil e c 1 ark. 

(14) After sentencing Ms. Randolph moves the Status Card to a 

tickler file in the front half of the "Pending Appeal and 

Post-Trial t~otions" 'file box where it will be held for 60 days. 

(15) If an appeal or motions are filed in this time period, the . . 
Status Card \IIi 11 be moved ,to the rear hal f of the file bo'x 

behind the name of the qeputy attorney general handling the 

case. 

(16) (a) Where an appeal is involved, the date it is filed is 

noted on the front of th~ Status Card on the left. 
" -

(b) Other filing dates or comments on the appeal go on 

the card's back. 

(c) The disposition of th~ appeal is entered on the front 

of the card on the right side. 
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(17) If a post-trial motion or motions ,are filed, the date 
! 

entered on ~he front of the card should be the date of 

the court's ruling on the last of these motions. 

Details on this and any intervening post-trial motions 
. 

should be entered on the card1s back. 

(18) If no appeal or post-t,rial motion is file.d within 60 

days or when the appea1 and motion practice are 

completed~ the Status Card should be moved to the 

lIClosed File. 1I 



STATISTICAL REPORTS 

Because the case status cards are,filed both by status and 

the name of the deputy attorney general involved in the case~ it 

i,·s are 1 at i vel y s imp 1 e mat t e r tom an u a 11 y P rep are a n u m be r 0 f 

statistical reports. These reports will provide the Attorney 

General with an accurate outline of his workload and its 

distribution within his office. 

Report #1~ the Felony Intake Report, is compiled on a 

monthly basis and indicates by char~e and defendant the 

number of indictments returned and informations filed for 

each type of crime the Attorney General deals with. In 

addition to the current month's total in each crime category, 

this report will show the previous month's totals and the 

number of indictments and informa~;ons filed for each type of 

crime during the year to date. 

Report #2, the Intake Screening Project, is also 

compiled on a monthly basis and it is intended to reflect 

the effect of the screening unit on the cases brought to the 

Department of Justice. To do this, it lists by defendants 

and charges as presented to the Attorney General) those that 

are reduced and those that "'are rejected completely. This 

information is collected separately for each law enforcement 

agency so that the Attorney General can compare the caliber 

of cases each agency brings to him. 
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-' Report #3 lists~ by both cases and defendants, appeals, 
, 

trials de novo and requests for transfe~ from the lower 

courts to the Superior Court. It is compiled on a monthly 

basis with weekly breakdown~. Space is also provided 

for the previous month's figures and the total cases of 

this kind for the year to date. 

Report #4 is prepared on both a weekly and monthly 

basis and lists the number of,trials pending by crime and 

deputy. A total count of trials pending in each offense 

category is also provided in order to give the Attorney 

General a clear picture of the overall caseload of his 

office. 
. 

Report #5 is also compiled on both a weekly and monthly 

basis. It lists the number of cases each depuiy' handles 

along with the current status of each. This report also 

furnishes the Attorney General with the total number of 

cases pending in each status category . 

Repor~ #6 is a monthly summary, by criminal offense, of 

all possible post-screening dispositions. 

T h u sse par ate cat ego r i e s are pro v i cj e d for ~-!:I-'f':i t ria 1 s ) 

trials before the bench. guilty pleas and nolle prosequis 

filed. Figures are also given for ,the total number of trials 

and defendants for each crime. , 

1 ' , /: 
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