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TOPIC

Creation, Filing and retrieval of Court Records

SUB TOPIC

Court records creation process

Methods of filing paper in court

Form and format requirement for paper court records

Numbering schematic for court records



Definitions of terms
• Record is document regardless of form or medium created, received, 

maintained and used by an organization (public or private) or an individual in 
pursuance of legal obligations or in the transaction of business, of which it 
forms a part or provides evidence.

• Court records refer to the official documentation and records created and 

maintained by a court of law during legal proceedings. These records provide 

a comprehensive account of court actions, hearings, judgments, and other 

important information related to a particular legal case. Court records are 

typically created and stored by court clerks or other designated court officials.



Definitions of terms…..
•A filing refers to the process of organizing and storing documents 

and records in a systematic and orderly manner. It involves 
arranging and categorizing materials in a way that facilitates easy 
retrieval and access when needed.

•Records creation refers to the process of generating and capturing 
information in a format that can be stored, managed, and accessed 
for future reference. It involves creating new records or documents 
that contain relevant data, details, or evidence.



Definitions of terms…..

•The retrieval of records refers to the process of 
locating and accessing specific documents or 
information from a record-keeping system. 
Whether in a physical or electronic format, 
efficient retrieval ensures that the desired 
records can be located quickly and accurately. 



Court Records Creation 
Process

The creation process of court records typically involves several key steps. 
While the exact process may vary depending on the jurisdiction and the 
specific court system.

The process for court records creation are as follows:

•Case Initiation: The court record creation process begins 
when a legal matter, such as a lawsuit or criminal charge, is 
initiated. This could happen through a filing by a accuser or 
prosecutor, or by the court itself in the case of criminal 
charges.



Court records creation 
process…..
•Case Docketing: Once a case is initiated, it is 

assigned a unique case number and entered into the 
court's docket. The docket contains a chronological list 
of all the cases before the court and serves as a 
reference for tracking case progress.



Court records creation 
process…..
•Pleadings : The parties involved in the case, such as 

accusers, defendants, or their attorneys, file various 
legal documents called pleadings. These documents 
outline the claims, defenses, or requests made by the 
parties and become part of the court record. Examples 
of pleadings include complaints, answers, 
counterclaims, and replies.



Court records creation 
process…..
•Court Orders: As the case progresses, the court issues 

various orders that dictate actions or decisions related 
to the case. These orders are typically recorded and 
become part of the court record. Examples of court 
orders include scheduling orders, orders granting or 
rejecting and orders related to discovery.



Court records creation 
process…..
•Judgments and Decisions: Once the court reaches a 

decision or renders a judgment in a case, the final 
order or judgment is recorded and becomes part of the 
court record. This document summarizes the court's 
decision, any remedies or penalties imposed, and any 
further actions required.



Court records creation 
process…..
•Appeals Records: If a party decides to appeal the 

court's decision, an appellate record is created. This 
record includes all relevant documents from the lower 
court proceedings, including the pleadings, orders, 
transcripts, exhibits, and the final judgment. The 
appellate court then reviews this record when 
considering the appeal.



Court records creation 
process…..
•Exhibits and Evidence: Physical or documentary 

evidence presented during hearings or trials is 
typically marked and entered into the court record as 
exhibits. These exhibits may include photographs, 
documents, videos, or other relevant items.



Throughout this process, court clerks play a crucial role in managing 
and maintaining court records. They are responsible for receiving 
and filing documents, entering information into the court's case 
management system, and ensuring the accuracy and accessibility of 
the court records.

It's important to note that the specific details and procedures may 
vary depending on the jurisdiction and the type of court (e.g., civil, 
criminal, family court). Additionally, some courts have transitioned to 
electronic filing systems, where documents are filed and stored 
digitally, while others still rely on physical paper records.



Methods of Filing Paper in 
Court

•In-Person Filing: This traditional method involves 
physically delivering the paper documents to the court 
clerk's office. The person visits the courthouse during 
working hours and submits the documents at the 
chosen filing window or counter. The court clerk 
stamps the documents with a filing date and time to 
indicate that they have been officially received by the 
court.



Methods of Filing Paper in 
Court….
•Mail or Courier: Paper documents can be sent to the 
court via mail or courier services. The filer prepares the 
documents, places them in an envelope or package, and 
sends them to the court's mailing address. It's important 
to use a reliable mailing method and consider using 
certified mail or a tracking service to confirm delivery.



Methods of Filing Paper in 
Court….
•Drop-Box or Document Deposit: Some courts 

provide drop-boxes or document deposit locations 
where filers can physically drop off their paper 
documents outside of regular business hours. These 
secure drop-off points are typically located near the 
courthouse and provide a convenient option for 
submitting documents when the court clerk's office is 
closed.



Methods of Filing Paper in 
Court….
•Fax Filing: In certain authorities, fax filing is accepted 

for specific types of documents. This method involves 
transmitting the paper documents via fax machine to a 
chosen fax number provided by the court. It's 
important to follow the court's specific instructions for 
fax filing, which may include additional requirements 
or limitations.



Methods of Filing Paper in 
Court….
•Electronic Filing (Scanned Documents): Some 

courts allow for electronic filing of paper documents in 
the form of scanned copies. The filer scans the paper 
documents into digital format and submits them 
through the court's electronic filing system. The 
scanned documents should meet specific requirements 
regarding file format, resolution, and file size as 
specified by the court.



It's important to note that the availability of these 
filing methods can vary depending on the 
jurisdiction and the specific court. Additionally, 
courts are increasingly transitioning to electronic 
filing systems to streamline processes and reduce 
paper usage. Therefore, it's essential to check the 
local court rules and procedures to determine the 
acceptable methods for filing paper documents in 
a particular court.



Form and Format Requirement for Filing 
Papers in Court

When filing papers in court, there are typically 
specific form and format requirements that must 
be followed. These requirements ensure 
consistency, clarity, and compliance with court 
rules. While the exact requirements can vary 
depending on the jurisdiction and court. 



The following are the Form and 
Format Requirement for Filing 
Papers in Court
i. Paper Size and Type: Courts often specify the 

required paper size and type for filed documents. 
The most common paper size is 8.5 x 11 inches 
(letter size), but in some jurisdictions, legal size 
paper (8.5 x 14 inches) may be required. The 
paper should be of standard quality.



ii. Margins: Courts often require specific margins to be 
maintained on all sides of the document. Common margin 
requirements include 1-inch margins on all sides, but it's 
essential to check the local court rules for any specific margin 
requirements.

iii.Typeface and Font Size: The court rules may specify the 

acceptable typeface and font size for filed documents. Commonly 

accepted typefaces include Times New Roman, Arial and the 

font size is typically 12 points. Some courts may have specific 

requirements for line spacing as well.



iv. Document Title: Each filed document should have a clear and 
short title or caption at the top of the first page. The title should 
indicate the type of document and the parties involved in the 
case. For example, "Complaint," "Motion for Summary Judgment," 
or "Answer.“

v. Page Numbering: All filed documents should be chronologically 
numbered. Page numbers are typically placed at the top or 
bottom of each page, either centered or aligned to the right. The 
numbering should be consistent throughout the document, 
including exhibits, attachments, and appendices, if applicable.



vi. Headers and Footers: Some courts require headers or footers to 
be included on each page of a filed document. These headers or 
footers often contain information such as the case name, case 
number, document title, and page number.

vii. Binding and Fastening: Filed documents may need to be 

securely bound or fastened. Common methods include stapling the 

top left corner of the pages together, using binder clips, or binding 

the document with fasteners. Some courts may have specific 

requirements for binding, such as prohibiting the use of metal 

staples.



viii. Signatures: Documents that require signatures 
should have original signatures affixed in the chosen 
spaces. It's important to follow the court's rules 
regarding who needs to sign the document and whether 
notarization or witness signatures are required.

ix. Exhibits and Attachments: If a document refers to 
exhibits or attachments, they should be clearly labeled 
and attached in the appropriate order. Each exhibit or 
attachment should be separately numbered or labeled 
for easy reference.



X. Cover Page or Caption Sheet: Some courts require a cover page or 
caption sheet to be included with the filed document. This cover page 
typically provides information such as the case name, case number, 
document title, filer's contact information, and filing date.

It's important to note that the specific form and format requirements can 

vary from jurisdiction to jurisdiction and may be subject to specific court 

rules and local practices. Therefore, it's crucial to consult the local court 

rules or contact the court clerk's office for detailed and up-to-date 

information on the specific form and format requirements applicable to 

filing paper documents in a particular court.



Numbering Schematic for Court 
Records
The numbering schematic for court records typically 
involves assigning unique identifiers to different types of 
documents or filings within a case. This numbering 
system helps to organize and track the various records 
associated with a case. While the specific numbering 
schemes can vary depending on the jurisdiction and 
court rules, here is a general explanation of the 
commonly used numbering schematic:



Numbering Schematic for Court 
Records…
•Case Number: Each case is assigned a unique 
case number that serves as the primary 
identifier for all documents and filings related to 
that particular case. The case number is 
typically assigned by the court upon the 
beginning of the case and remains constant 
throughout the proceedings.



Numbering Schematic for Court 
Records…
•Document Number: Within a case, individual documents or 

filings are often assigned document numbers to distinguish 
them from one another. These document numbers can be 
chronological or alphanumeric and are typically assigned in 
the order in which the documents are filed with the court. For 
example, the first document filed may be numbered as 
"Document 1," the second as "Document 2," and so on.



Numbering Schematic for Court 
Records…

•Page Number: Each page within a document is 
often numbered consecutively to facilitate easy 
reference and navigation. Page numbers are 
typically placed at the top or bottom of each 
page and can be centered or aligned to the 
right.



Numbering Schematic for Court 
Records…
•Exhibit Number: If a document refers to exhibits or 

attachments, those exhibits are often assigned separate 
exhibit numbers to identify and distinguish them. These 
exhibit numbers can be sequential or alphanumeric and 
are typically referenced within the document itself. For 
example, an exhibit may be labeled as "Exhibit A," 
"Exhibit 1," or "Exhibit XYZ."



Numbering Schematic for Court 
Records…

•Volume Number (if applicable): In cases with 
a large volume of documents or filings, multiple 
volumes may be created to organize the 
records. Each volume is assigned a unique 
volume number to indicate its place within the 
overall record. For example, Volume 1, Volume 
2, etc.



Numbering Schematic for Court 
Records…
•Docket Number: In addition to the case number, some 

courts may assign a separate docket number to each 
case. The docket number is used to track the 
chronological order of events and filings within the 
case. It helps to maintain a comprehensive record of all 
activities related to the case, including motions, 
hearings, orders, and other significant events.



It's important to note that the specific numbering 
schematic for court records can vary depending 
on the court rules and local practices. Some 
courts may have additional identifiers or 
variations in the numbering system. It's crucial to 
consult the local court rules or contact the court 
clerk's office for detailed and up-to-date 
information on the numbering schematic 
applicable to court records in a particular 
jurisdiction.



Any questions????
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