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MEMORANDUM
TO: Alabama Court Officials and Personnel
FROM: Sue Bell Cobb, Chief Justice
Supreme Court of Alabama
DATE: April 7, 2009 |
RE: Revised Records Retention Schedule

Alabama originally developed a Records Retention Schedule in 1980 to
effectively manage court records. The schedule was updated slightly in 1988 and has not

been revised until recently.

I greatly appreciate the hard work of the Judicial Records Retention Committee
and the staff of the Administrative Office of Courts who carefully reconstructed this
important document. The new schedule will assist all court officials in storing records of
legal or historic value while purging the system in a timely manner of others.

I encourage the full use of this Records Retention Schedule throughout the
Alabama Court System. It will serve as an important means of i unprovmg efficiency and

service to the citizens of our State.

Thank you.



INTRODUCTION

The Alabama Unified Judicial System’s Records Retention Schedule for the
Circuit, District, Juvenile and Municipal Courts was developed to provide for the
timely and systematic destruction of records with limited retention value and the
preservation of records with permanent legal and historical value. The
implementation of this Records Retention Schedule provides local courts with
the means to improve space utilization and records accessibility.

This schedule is arranged categorically in sections by records type, and
alphabetically by record title within each section. Instructions are provided
detailing the minimum period that each record must be maintained. Any court
record not listed in this schedule must be maintained until the schedule can be
amended to include the record and provide retention instructions.

When destroying records in accordance with this schedule, the records should
be listed on a “Records Destruction Notification” form obtained from the
Records Management Department of the Administrative Office of Courts. The
original of this form is sent to the Records Management Department for
statistical purposes with a copy being retained by the originating court official.
The records should be disposed of in a manner prescribed by paragraph (D) of
Rule 31, Alabama Rules of Judicial Administration (ARJA). A copy of Rule 31
can be found in the Appendix section of this schedule.

The AOC Records Management staff is always available to answer any
questions in regards to the Records Retention Schedule or to assist with on-site
implementation of the Records Retention Schedule if needed. Please direct all
comments or questions fo the Department Head of the AOC Records
Management Department.
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SECTION A

TRIAL COURT RECORDS




SECTION A

TRIAL COURT RECORDS

1. APPELLATE TRA_NSCRIPTS - (Civil & Criminal) Typed copies of oral
testimony and case papers.
Retention Instructions: Destroy two (2) years after disposition of appeal.

2. AFFIDAVIT OF D_EPOSITION OFFERED IN SUPPORT OF COMPLAINTS -
(Insert Description)
Retention Instructions: Retain for administraﬁve use only.

3. CASE FILES - May mclude but not limited to, papers, pleadings, docket
sheets, case action summaries, motions, orders, etc. , contained within file
folders documenting chronology of court proceeding.

Retention Instructions:

A. Circuit Civil Retain Permanently
B. Circuit Criminal —-—-——- -— Retain Permanently
C. Domestic Relations -—-——-—-— Retain Permanently
D. District Civil ' Destroy ten (10) years from date of

final disposition. [If judgment is renewed, retain an additional ten
(10) years. Retain final judgment (order) and list of parties
permanently.

E. District Criminal - ' Destroy five (5) years from date of
final disposition with exception of Possession of Marijuana 2™
degree, Theft of Property 2" degree, Conservation cases and
Domestic Violence cases which must be retained for ten (10) years
from date final disposition. Cases with felony plea retain
permanently. : 7 :

F. Small Claims Destroy ten (10) years from date of
final disposition. Renewed judgments retain an additional ten (10)
years. Retain Case Action Summary (CAS) permanently in all

‘cases.

G. Uniform Traffic Ticket & Complaint (UTTC) —
Non DUI Cases —--———--—- Destroy five (5) yearsfrom date of
ficket.
DUI Cases Retain Permanently.

Note: Case Action Summary sheet(s) must be Retained Permanently in all cases.

4. CRIMINAL FEE SHEETS - Date, capital, fi fa, disposed date, convicted,
felonies, misdemeanors, quasi-criminal, city appea! cases, and daily record
of cases set.

Retention Instructions: Destroy one year from date of a_udit report.




10.

1.

12.

13.

DEPOSITIONS - Testimony taken down in writing under oath and recorded by
an authorized officer for later use in court.

Retention Instructions: Those introduced as evidence dispose of as other
exhibits. Those never introduced, hold until end of appeal time.

EXECUTIONS - Orders aiding the enforcement of a judgment.
Retention Instructions: Retain as long as case file is to be maintained.

GARNISHMENTS - Papers pertaining to garnishment proceedings.
Retention Instructions: Retain as long as case file is to be maintained.

GRAND JURY DOCKET - Parties, charge, case number, attorneys, date
offense, true bill, date issued, sheriff's return, witness’ name and address, days,
mileage, ferriage, issue of notice, docketing information, foreperson’s signature,
cross-reference to other books, term of court, and disposition of case.

Retention Instructions: Retain Permanently.

GRAND JURY REPORT - Date, parties, case number, true bill, arrest
warrant, report, affidavit, bonds, sheriff's return, amount of certificate, foreman’s
signature and foreperson’s report.

Retention Instructions: ~ Retain Permanently.

INDEX BOOKS - Cause of action, docketing infdrmation, cross references
to other books, case number, parties, page term of court, and year.
Retention Instructions: Retain Permanently.

INDICTMENT PAPERS - Parties, bill of complaint, Capias, indictment,
charge, endorsements, appearance bonds, grand jury numbers, clerk’s
fees, clerk’s fees, clerk’s signature and verdicts.

Retention Instructions: Retain as long as case file is maintained.

MINUTES - Parties, date, case number, minute entry, date of filing, divorce
decree, decree pro confesso, motion fo dismiss, term of court and organization
of court.

Retention Instructions: Retain Permanently.

NON-SUPPORT RECORD - Index, case number, attorneys, date, sheriff's
return, orders of court, parties, decree of support, judge’s name, motion to
transfer to disposed of docket, paupers affidavit, non-support affidavit, decree,
decree of neglect, certificate of plaintiff's settiement, offense, and Petition under
Alabama’s Uniform Reciprocal Enforcement of Support Act.

Retention Instructions: Destroy 25 years from date of last entry.

T




14.

15.

16.

17.

PRE-SENTENCE REPORTS - Probation Report
Retention Instructions: Retain as long as Case File is required to be
maintained.

UTTC TRANSMITTAL FORMS — Form used to document and report number of
traffic cases issued by law enforcement official.
Retention Instructions: ~ Destroy one (1) year from date of audit report.

WARRANTS - Warrants for arrest. Parties, date received, date of service,
mileage, arresting officer, and remarks.
Retention Instructions: Retain as long as case file is to be maintained.

WARRANTS NOT SERVED - (Same as Papers Not Served)

Retention Instructions: Warrants not served within five (5) years of
issuance for misdemeanor and for felonies for which
no indictment has been returned may be destroyed
following written notification to the District Attorney
within 30 days of said notification.
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JUVENILE RECORDS




SECTION B

JUVENILE RECORDS

1. CASE FILES - All papers filed in the “Legal” file of official docketed cases.

Retention Instructions:

A. Adult C-ﬁminal Cases (filed in Juvenile Court)--Retain Case Action

Summary (CAS)
Permanently.

Remaining content may be
destroyed ten (10) years
from -

date of final disposition.

B. Adoptions (removed from Probate Court) ---—--—-Retain Permanently
C. Pafemi;g Case Retain Permanently
D. Termination of Parental Rights Retain Permanently
E. Non- Support Cases i _Retaiﬁ Case Action

Summary (CAS) and
Judgement Order if
separate from CAS
Permanently. Remaining
content may be destroyed
ten (10) years after
obligation for support has
ceased. If judgments are
renewed, retain an

- additional ten (10) years.

G. Dependent Cases

Retain five (5) years after
the juvenile reaches the
age of majority.

Retain five (5) years after
the juvenile reaches the

age of majority.

H. Children in Need of Supervision ---——-—--- ——- Retain five (5) years

after the juvenile reaches
the age of majority.




I. Mental Comittment Cases (Minors & Children) -— Retain 3 years from
date petition is denied
or granted.

J. Waiver of Parental Consent for Abortion Cases - Maintain for at least 4
years.

K. Uniform Child Custody Jurisdiction and Enforcement Act (UCCJEA) -
Maintain until child
reaches 19 years
of age.

OBSOLETE JUVENILE COURT RECORDS - The following is a listing of
obsolete Juvenile court records and books that have been replaced by,
consolidated with, or renamed as a result of modernization and/or computer
automation.

A. Docket of Delinquent, Neglected & Dependent -Book listing case
number, date for preliminary hearing, attorneys, parties, complaint, former
orders, orders of present term, list of papers filed, charge, sheriff's return,
sheriff's fees, order, name, petitions, filed for dependent, summons, action,
probation bond, cause, set for hearing, witness’ name, arraignment, warrant
for arrest, sentence, indictment, appearance bond, sex, cause of action,
judgment, petition for non-support, and bail record.

Retention Instructions: Retain five (5) years after the juvenile reaches the
' age of majority.

B. Investigation Record - Book listing name, residence, age, sex,
delinquency, marriage date, separation date, number of children, previous
offense, occupation and wages.

Retention Instructions: Destroy Immediately.

C. Juvenile Court Record - Book listing, case number, date for preliminary
hearing, attomeys, parties, complaint, former orders, orders of present term;
list of papers filed, charge, sheriff's return, sheriff's fees, order, name,
petitions, filed for dependent, summons, action, probation bond, cause, set
for hearing, witness’ name, arraignment, warrant for arrest, sentence,
indictment, appearance bond, sex, cause of action, judgment, petition for
non-support, and bail record.

Retention Instructions: Retain five (5) years after the juvenile reaches the
age of majority. :




D. Juvenile Docket - Book listing case number, date for preliminary hearing,
attorneys, parties, complaint, former orders, orders of present term, list of
papers filed, charge, sheriff's return, sheriff's fees, order, name, petitions,
filed for dependent, summons, action, probation bond, cause, set for
hearing, witness’ name, arraignment, warrant for arrest, sentence,
indictment, appearance bond, sex, cause of action, judgment, petition for
non-support, and bail record.

Retention Instructions: Retain five (5) years after the juvenile reaches the
age of majority.

E. Permanent Custody of Children - Book listing decree, order, summons,
service of process, and court report. Alphabetically arranged by defendant.

Retention Instructions: If documents in the book are duplicated in case
files, dispose immediately. If there is no case file duplication, retain
permanently.

F. Receiving Book - (same as Receipt Book) - Book listing style of action,
amount, charge, credits and balance due.

Retention Instructions: Destroy one (1) year after date of audit report.

G. Report Book for Children Admitted & Released ~ Book listing admission
and release date, name, sex and race.

Retention Instructions: Destroy Immediately.
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MUNICIPAL COURT RECORDS




SECTION C

MUNICIPAL COURT RECORDS

=~
.

BANK RECORQ & RECONCILATION REPORT — Payee, check number,
balance, amount, date, and account number.
Retention Instructions: Destroy one (1) year from date of audit report.

BANK STATEMENTS - Monthly notices from a bank listing checks and the
balances of the court’s accounts.
Retention Instructions: Destroy one (1) year from date of audit report.

CASE FILES — Non-Traffic Criminal Cases '

Retention Instructions: Retain all Non-Traffic Cnmlnal Cases five (5) years
from final disposition with the exception of Theft Cases, Domestic Violence
Cases, and Possession of Marijuana 2™ Degree Cases which need to be
retained 10 years from date of final disposition.

* (Case Action Summary must be retained permanently in all cases.)

CASH BOOK - Journal of receipts and disbursements.
Retention Instructions:  Destroy ten (10) years from date of audit report.

CHECK STUBS - Record of checks written, may include case number,
receipt number, amount, bank, parties, cost, check number, date name,
total, witness’ fees, and balance.

Retention Instructions: Destroy one (1) year from date of audit report.

COPY OF LISTS OF MONIES RECEIVED SENT TO STATE
COMPTROLLER — Court, date, and fotal.
Retention Instructions: Destroy one (1) year from date of audit report.

DEPOSIT SLIPS — Notice accompanying the checks deposited by the derk into
the various court accounts. Includes check number, date, name, and total.
Retention Instructions: Destroy one (1) year from date of audit report.

JOURNAL PAGES ~ Loose pages or post book that includes date, check,
payments, receipt number, parties, page, term of court, and year.
Retention Instructions: Destroy ten (10) years from date of audit report.

RECEIPT BOOKS — Case number, date, name, received of, total, clerk’s
signature, trial tax, amount, parties, receipt number, witness fees, clerksfees
date issued, fine, and date received.

Retention Instructions: Destroy one (1) year from date of audit report.

-10-




10.

11.

12.

13.

14.

TRAFFIC RECEIPTS — Pre-1977, the receipt contained the parties, charge,
address, date, court, case number, type of court, ticket number, and remarks.
Post-1977, the receipt is noted on the reverse of the UTC-1 but a separate
receipt is given.

Retention Instructions: Destroy one (1) year from date of audit report.

UNIFORM TRAFFIC CITATION & SUPPORTING FORMS {(UTC) - Citations
issued for traffic violations.
Retention Instructions:

A. Non DU Cases ~———-—--=mmese- Destroy five (5) years
from date of ticket.
B. DUI Cases ----Retain Permanently.

UTC TRANSMITTAL FORMS - Reporting form documenting number of traffic
citations issued during by local court jurisdiction. Form includes listing of UTC
numbers, dates issued, Defendant’s name and/or offense, court year and case
number.

Retention Instructions: Destroy one (1) year from date of audlt report.

WARRANTS - Warrants for arrest. Includes parties, date received, date of

service, mileage, arresting officer, and remarks. :

Retention Instructions: Destroy ten (10) years from date of final disposition
) of case.

OBSOLETE MUNICIPAL COURT RECORDS —The foﬂowmg is a listing of
obsolete Municipal Court records and books that have been replaced by,
consolidated with, or renamed as a resuit of modernization and/or computer
automation. :

A. Book of Oaths ~ Record of oaths taken by public officials.
Retention Instructions: Retain Permanently. Transfer to Department of
Archives & History when book is filled.

B. Calendar - (same as LOG REPORT) Court Calendar; contains date, case
number, parties, time of hearing, attomneys, charge, defendant, receipt
number, received of, clerk’s signature, witness fees, solicitor's fees, trial tax
miscellaneous fees, judge’s name, sex, color, and disposition.

Retention Instructions: Dispose immediately when no longer useful.

C. Index Cards— Cause of action, docketing information, cross reference to

other books, case number, parties, page, term of court, and year.
Retention Instructions: Retain Permanently.

-11 -




SECTION D

EXHIBITS

o 2




SECTION D

EXHIBITS (includes Circuit, District, Juvenile, and Municipal Courts)

1. EXHIBITS - A paper, document, chart, map, item of physical / tangible
evidence, or the like, referred to and made a part of an affidavit, pleading or brief,
produced and exhibited to a court during a trial or hearing, or to a commissioner
taking depositions, or to auditors, arbitrators, etc., as a voucher, or in proof of
facts, or as otherwise connected with the subject-matter, and which on being
accepted, is marked for identification and annexed to the deposition, report, or
other principal document, or filed of record, or otherwise made a part of the case.
Exhibits may be included as a part of the appendix to appellate briefs.

Retention Instructions:

A. Criminal --In all criminal proceedings (including Youthful Offender cases)
which have reached final disposition, Criminal Exhibits of evidence
which have not been released to their owner(s) by order of the
court, and which are not contraband or firearms, may be disposed
of upon written consent of the District Attorney and the Judge who
presided over the trial of the case. If the Judge who presided over
the case is retired or no longer active, the consent of the current
presiding Judge may be obtained in lieu of the trial Judge's
consent.

B. Civil ------- Destruction of Civil Exhibits are authorized in accordance
with Code of Alabama Section 12-21-8: Registers and Clerks of the
Circuit Courts of this State are authorized to and may destroy all
exhibits offered and received in evidence in civil cases on or after
the expiration of one year from the final disposition of such cases;
provided however, that such destruction shall not be accomplished
until it has been approved by the presiding Judge of the circuit;
provided further, that prior to destruction of the exhibits, the clerk
shall notify the party who offered the same into evidence that said
exhibits may be obtained within 30 days from the clerk if the
offering party so desires. The authority given by this section shall
authorize the destruction of such items as certified copies of
hospital records subpoenaed by the parties, depositions of parties
and witnesses, subpoena’s for witnesses, paper exhibits, bulky
exhibit items or such other similar items of evidence; provided
however that such itemization shall not be deemed to be all
inclusive; provided further, that after expiration of the appeal period
in such cases and before such destruction, any party at interest, or
counsel for such party, may permanently remove and withdraw
such exhibits offered by such party upon the written execution of an
appropriate receipt therefore, which receipt shall be signed and
recorded on the consolidated trial docket of such case.

-13 -




SECTION E

FINANCIAL RECORDS
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SECTION E

FINANCIAL RECORDS

1. AUDIT REPORTS - Copy of the audit of each court and division covenng
disbursements and various fees.
Retention Instructions:  Retain last two audits.

2. AUDIT REPORTS OF OTHER AGENCIES - Audit reports submitted to the
Circuit Clerk by State and Local agencies for review by the Grand Jury.
Retention Instructlons Destroy 2 years from date of audit report.

3. BANK COLLATERALIZATION LETTER - Letter from depository bank
pledging funds for securing bank accounts. _
Retention Instructions: Destroy 2 years from date of audit report.

4. BANK JOURNAL PRINT SCREEN - Payee, check number, balance amount,
date, and account number.
Retention Instructions: Destroy 2 years from date of audit report.

5. BANK RECORD & RECONCILIATION REPORT - Payee, check number,
balance, amount, date and account number.
Retantion Incfructmns Dfaquv 2 years from dafn of audit rennrt

6. BANK STATEMENTS — Monthly notices from'a bank listing checks and the
balances of the court’'s accounts.
Retention Instructions: Destroy 2 years from date of audit report.

7. CANCELL Fn CHECKS — Date. check number, pay to the order of, amount

Wy i (=]

signature of clerk, bank, parties, and case number
Retention Instructions: Destroy 2 years from date of audit report.

8. CASH BOOKS - Journal of receipts and disbursements.
Retention Instructions: Destroy 2 years from date of audit report.

9. CASH BOOK REPORT - Monthly report showing receipts, disbﬁrsements,
deposits, control account balance and non-disbursed funds balance.
Retention Instructions: Retain 2 years from audit report.

= [




10.

1.

12.

13.

14.

15.

16.

19.

20.

CHECK STUBS - Record of a check having been written. Includes case
number, receipt number, amount, bank, parties, cost, check number, date
name, total, witness’ fees, and balance.

Retention Instructions: Destroy 2 years from date of audit report.

CHECK SUMMARIES - A list of checks printed from each check print
requested submitted.
Retention Instructions: Destroy 2 years from date of audit report.

DAILY RECEIPT LISTING / SUMMARY - A listing of each receipt taken, the
case number and fee account where money was receipted, and an
accompanying summary of receipts by operator identifiers.

Retention Instructions: Destroy 2 years from date of audit report.

DEPOSIT SLIPS = Check number, date, name, and total.
Retention Instructions: Destroy 2 years from date of audit report.

GRAND JURY RECEIPTS — Parties, term of court, days in court, mileage,
amount, total, date, case number, name of grand juror, clerk’s signature,
foreman’s signature, and receipt number.

Retention Instructions: Destroy 2 years from date of audit report.

INVOICES - A written account, or itemized statement of merchandise shipped

to or services provided to a purchaser together with the prices and charges to
be paid for said goods and/or services. _
Retention Instructions: Destroy 2 years from date of audit report.

MONTHLYV CHECK SUMMARIES - A list of checks printed from each end of
month check print request submitted.
Retention Instructions: Destroy 2 years from date of audit report.

MONTHLY TRANSMITTAL REPORTS — A listing of journal accounts of total
receipts for the month plus a summary of total journal receipts and
disbursements for the month.

Retention Instructions: Destroy 2 years from date of audlt report.

NON-DISBURSEMENT REPORT - A listing by journal accounts of total
receipts for the month and a summary of total journal receipts and
disbursements for the month.

Retention Instructions: Destroy 2 years from date of aud:t report

-16-




21.

22,

23.

24.

25.

26.

27.

28.

29.

30.

QUTSTANDING CHECK REPORT - A listing of outstanding checks as of a
certain batch that is used in the bank reconciliation process.
Retention Instructions: Retain 2 years from audit report.

PURCHASE REQUISITIONS - Request for purchase including item, amount,
date, and signature of clerk.
Retention Instructions: Destroy 2 years from date of audit report.

POSTING REPORT - A verification report that receipts for a closed out batch
are posted to the appropriate journal accounts.
Retention Instructions: Destroy 2 years from audit report.

RECEIPTS - Written or printed acknowledgment of the receipt of money.
Retention Instructions: Destroy 2 years from date of audit report.

RECEIPT BOOKS — Case number, date, name, received of, total, clerk’s
signature, trial tax, amount, parties, receipt number, sheriff's fees, clerk’s
fees, date issued, fine, and date received.

Retention Instructions: Destroy 2 years from date of audit report.

SINGLE ENTRY LEDGER - Date, name, check number, and amount.
Retention Instructions: Destroy 2 years from date of audit report.

UTC TRANSMITTALS - A listing of traffic citations that are transmitted to the
circuit clerk's office by law enforcement officer, including the signature of the
officer swearing the authenticity of the citations being transmitted.

Retention Instructions: Retain 2 years from audit report.

VOIDED CHECKS - Checks that have been voided, including the reason.
Retention Instructions: Retain 2 years from audit report.

VOIDED RECEIPTS - Copies of receipts that have been voided, including the
reason for the void.

Retention Instructions: Retain 2 years from audit report.

VOUCHERS — (Same as Checks)
Retention Instructions: Destroy 2 years from date of audit report.

-17-




SECTION F

COURT REPORTER RECORDS
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SECTION F

COURT REPORTER RECORDS

* Note:

CASSETTE TAPES - Cassette tapes 6f court proceedings.
Retention Instructions:

A. Adult Cases —--———--May be erased, reused or destroyed at the
discretion of the Court Reporter.

B. Juvenile Cases —-—--—Retain for five (5) years after appeal period, then
may be erased, reused or destroyed at the
discretion of the Court Reporter.

COMPUTER DISK NOTES » Computer disk copies of court proceedings.
Retention Instructions: )

A. Adult Cases —---——- May be erased, reused or destroyed at the
discretion of the Court Reporter.

B. Juvenile Cases -----——Retain for five (5) years after appeal period, then
may be erased, reused or destroyed at the
discretion of the Court Reporter.

DIGITAL & ELECTRONIC AUDIO FILES - Digitally or electronically stored
recorded media of court proceedings.

Retention Instructions: (Same as instructions for CASSETTE TAPES and
COMPUTER DISK NOTES) '

EXHIBITS - (Refer to Section D)

NOTEBOOKS, STENO MACHINE NOTES & DIGITAL NOTES - Shorthand,

steno, and/or digital notes of court proceedings.

Retention Instructions:

A. [f a transcript has been filed, maintain notes one (1) year from the date’
transcript is filed.

B. If there is no transcript filed in a Civil or Domestic Relations case, maintain
notes five(5) years from date of the trial.

C. If there is no transcript filed in a Criminal case, maintain notes ten (10)
years from the date of the trial. Capital Murder cases with no transcript filed,
maintain twenty (20) years.

D. Presiding Judge has authority to enter appropriate administrative orders
directing that records be transferred to a successor court reporter in the
event that the court reporter dies, retires or otherwise terminates
employment.

All Digital / Electronic media and Computer backup disks / tapes must be
capable of being reproduced within the above described time lines.
-19- .




SECTION G

OBSOLETE COURT RECORDS

LOOSE RECORDS & BOOKS
NO LONGER MAINTAINED

-20-




- SECTION G

OBSOLETE COURT RECORDS

The records listed in this section are books and loose court records that are obsolete and no
longer created or maintained by their original name or format. These are various court records
which were mostly bound books but may also have been loose records that served an important
purpose at one time but have since been replaced by computer automation or a different record
type, title or series. Very few, if any, of these records types remain throughout the state as
many of these records have already been disposed of in accordance with instructions set forth
in the original UJS Retention Schedule that was adopted in 1980.

(Bound books are indicated by an asterisk * beside the item name.)

1. AFFIDAVIT RECORD * - Affidavit, complaint (summons and complaint), warrant for arrest,
bonds, cost, judgment, appearance bond, affidavit for attachment, affidavit for complaint,
name, charge, clerk's complaint, name, charge clerk’s signature, date case number, and
date of filing. -

Retention Instructions: Destroy lmmed|ate!y

2. ALIMONY, JUDGMENT OR TRUST. ACCOUNT - Received of, date, amount, receipt
number, disbursements, signature of payee, and check number.
Retention Instructions: Retain as long as case file is maintained.

3. ALIMONY PAYMENTS* — Case number, parties, receipts, disbursements, received of,
check number, amount, date, payee, signature of, payee, and registel’s alimony trust

account.
Retention Instructions: Retain as long as case file is maintained.

ALPHABETICAL LIST OF ATTORNEYS" - Record of cases having attomeys appointed
by the court for indigent defense.

Retention Instructions: Offer to local bar association and destroy any volumes not
accepted.

:pu

5. APPEAL DOCKET* - Parties, date, case number, attorneys, summons, complaint, appeal
bond, affidavit, answer, appeals from lower court, certificate number, citation of appeals,
character of action, clerk’s fees, cost, demurrer, date of filing, delivered to, exhibit, fees,
final decree, disposition, name, motion for hearing, orders of court, page, sheriff's return,
bond, testimony, transcript, warrant for arrest, witness’ name and address, and amount.
Retention Instructlons Retain for review by the Dept of Archives and History.

6. APPEARANCE BOND RECORD Date partles case number, and appearance bond.
Retention lnstructrons Destroy Immediately.

7. APPEARANCE DOCKET- Case number, parties, attorneys date of filing, entries, or
register, pleading, affidavit, delivered to sheriff, divorce decree, guardian and ad litem
fees, certificate of compliance, executions, demurrer, summons, papers filed, character
of action, sheriff’s retum, time of commencing new suit, order, charge, correspondence,
term of court, appearance bond, offense, grand jury number and decree pro confesso
Retention Instructions: Destroy !mmedlately :
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