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TITLE 204. JUDICIAL SYSTEM GENERAL

PROVISIONS

PART VII. ADMINISTRATIVE OFFICE OF
PENNSYLVANIA COURTS

CHAPTER 211. CONSUMER PRICE INDEX AND
JUDICIAL SALARIES

§ 211.1a. Consumer Price Index—judicial salaries.

The Court Administrator of Pennsylvania reports that
the percentage change in the Philadelphia-Wilmington-
Atlantic City, PA-NJ-DE-MD, Consumer Price Index for
All Urban Consumers (CPI-U) for the 12-month period
ending October 2013, was .3 percent (0.3%). (See U.S.
Department of Labor, Bureau of Labor Statistics, Con-
sumer Price Index, Wednesday, November 20, 2013).
§ 211.2. Judicial salaries effective January 1, 2014.

The annual judicial salaries for calendar year beginning
January 1, 2014 will be adjusted by a cost-of-living factor
as follows:

(a) Supreme Court.

(1) The annual salary of a justice of the Supreme Court
shall be $200,205.

(2) The annual salary of the Chief Justice of the
Supreme Court shall be $206,032.

(b) Superior Court.

(1) The annual salary of a judge of the Superior Court
shall be $188,903.

(2) The annual salary of the President Judge of the
Superior Court shall be $194,728.

(c) Commonwealth Court.

(1) The annual salary of a judge of the Commonwealth
Court shall be $188,903.

(2) The annual salary of the President Judge of the
Commonwealth Court shall be $194,728.

(d) Courts of common pleas.

(1) The annual salary of a judge of the court of common
pleas shall be $173,791.

(2) The annual salary of the President Judges of the
Court of Common Pleas shall be in accordance with the
following schedule:

(i) Allegheny County, $176,704.

(ii) Philadelphia County, $177,287.

(iii) Judicial districts having six or more judges,
$175,306.

(iv) Judicial districts having one to five judges,
$174,549.

(v) Administrative judges of the divisions of the Court
of Common Pleas of Philadelphia County with divisions of
six or more judges, $175,306.

(vi) Administrative judges of the divisions of the Court
of Common Pleas of Philadelphia County with divisions of
five or less judges, $174,549.

(vii) Administrative judges of the divisions of the Court
of Common Pleas of Allegheny County with divisions of
six or more judges, $175,306.

(viii) Administrative judges of the divisions of the
Court of Common Pleas of Allegheny County with divi-
sions of five or less judges, $174,549.

(e) Philadelphia Municipal Court.

(1) The annual salary of a judge of the Philadelphia
Municipal Court shall be $169,769.

(2) The annual salary of the President Judge of the
Philadelphia Municipal Court shall be $172,392.

(f) Philadelphia Municipal Court—Traffic Division.

(1) The annual salary of a judge of the Philadelphia
Traffic Court shall be $91,326.

(g) Magisterial district judge. The annual salary of a
magisterial district judge shall be $86,899.

(h) Senior judges. The compensation of the senior
judges pursuant to 42 Pa.C.S. § 4121 (relating to assign-
ment of judges) shall be $536 per day. In any calendar
year the amount of compensation which a senior judge
shall be permitted to earn as a senior judge shall not
when added to retirement income paid by the Common-
wealth for such senior judge exceed the compensation
payable by the Commonwealth to a judge then in regular
active service on the court from which said senior judge
retired. A senior judge who so elects may serve without
being paid all or any portion of the compensation pro-
vided by this section.

[Pa.B. Doc. No. 13-2308. Filed for public inspection December 13, 2013, 9:00 a.m.]

PART VII. ADMINISTRATIVE OFFICE OF
PENNSYLVANIA COURTS
[ 204 PA. CODE CH. 213 ]

Record Retention & Disposition Schedule with
Guidelines

In accordance with the Judicial Code, 42 Pa.C.S.
§ 4301(b), the Record Retention & Disposition Schedule
with Guidelines has been amended and shall be effective
January 1, 2014. The changes were made to ensure
consistency between the Record Retention & Disposition
Schedule with Guidelines and amendments to
Pa.R.Crim.P. 212(B), as well as to reflect other house-
keeping matters, including the disbandment of Philadel-
phia Traffic Court.

The entire policy, including these amendments and
other related information can be found on the Unified
Judicial System’s website located at http://www.pacourts.us/
forms/for-the-judiciary/.
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Filed in the Administrative Office of Pennsylvania
Courts on November 26, 2013.

ZYGMONT A. PINES,
Court Administrator of Pennsylvania

Annex A
TITLE 204. JUDICIAL SYSTEM GENERAL

PROVISIONS
PART VII. ADMINISTRATIVE OFFICE OF

PENNSYLVANIA COURTS
CHAPTER 213. COURT RECORDS POLICIES

Subchapter B. RECORDS RETENTION
§ 213.51. Record Retention & Disposition Schedule

with Guidelines.
Supreme Court of Pennsylvania

Administrative Office of Pennsylvania Courts
Record Retention & Disposition Schedule with

Guidelines
For Courts of Common Pleas, Magisterial District

Courts, Philadelphia Municipal
Court, and the Pittsburgh Municipal Court

January 2014
1. Record Retention Program
1.1 Background

Pennsylvania Rule of Judicial Administration No. 507
establishes three categories of offices for purposes of
record retention and disposition: 1) offices scheduled by
the County Records Committee (that must dispose of
records in conformity with the applicable retention sched-
ules established by the Committee)1; 2) offices scheduled
by the Supreme Court (that must dispose of records in
conformity with the applicable retention schedules estab-
lished by the Supreme Court)2; and 3) non-scheduled
offices (that can only dispose of records upon request to
the Pennsylvania Historical and Museum Commission
[PHMC] and the Administrative Office of Pennsylvania
Courts [AOPC] and with approval by the AOPC)3.

The record retention and disposition schedules set forth
hereunder have been adopted by the Supreme Court. This
document contains guidelines and procedures for storing
and archiving records, as well as the disposal of both
permanent and non-permanent records.

1.2 Definitions

Court Records—‘‘Court records’’ are those papers, dock-
ets, books, photographs, or other documentary materials
in any form made or received in a Judicial District
pursuant to law, statute, or rules of court, in connection
with transactions of its business and the discharge of its
responsibilities.

Permanent Records—‘‘Permanent records’’ are those
which may not be destroyed. Permanent records may,
however, be disposed if they are replicated as required by
the applicable schedules adopted by the Supreme Court,
and provided that prior approval has been received from
the AOPC. (See § 2.2 Disposal Request Procedure—
Permanent Records)

Non-permanent Records—‘‘Non-permanent records’’ are
those records which need to be retained for a specified
period of time and which may be disposed without prior
approval upon expiration of the retention period provided
in the applicable record retention schedule. These records

must be listed in the appropriate Records Disposal Log
which must be filed with the AOPC on an annual basis,
as further set forth herein. (See § 2.3 Disposal Request
Procedure & Log—Non-Permanent Records)

Electronic Records—‘‘Electronic records’’ include nu-
meric, graphic, and text information which may be re-
corded on any medium capable of being read by a
computer and which satisfies the definition of a record as
defined in § 1.2 Definitions. This includes, but is not
limited to: magnetic media such as computer tapes, disks,
optical disks, diskettes and other electronic storage
devices and electronic filing systems containing records.
These requirements apply to all electronic records
systems, whether microcomputers, minicomputers or
main-frame computers, in network or stand-alone configu-
rations. (See § 3. Microfilm and Electronic Archival Sys-
tems)

Records not subject to retention—‘‘Records not subject to
retention’’ are those records which need not be main-
tained permanently or for a specified period of time, and
which may be used by system and related personnel of
the Unified Judicial System as unofficial in-house work-
ing papers, reference and drafts. No approval is required
to dispose of these records.

Unscheduled Records—Questions concerning retention
periods for records not included in this schedule, or, for
records created subsequent to the adoption of this sched-
ule, should be directed to the AOPC.

1.3 Application of the Schedules

This document sets forth schedules and guidelines for
records that are being used by personnel of the Unified
Judicial System and related staff that support the courts
of the Commonwealth of Pennsylvania, but not records
maintained by county officers which are set forth in the
County Records Manual.

These schedules and guidelines are intended to sup-
plant existing practices for the retention and disposition
of permanent and non-permanent records and to help
officials responsible for record disposition proceed consis-
tently throughout the Unified Judicial System of the
Commonwealth. It is recognized that the same type of
record may be under the control of different offices or
personnel in the various Judicial Districts. Nonetheless,
the retention period of the record remains the same,
although the office or personnel charged with the respon-
sibility of retaining or disposing of the record may vary.

1.3.1 Conflict With Other Retention Schedules

These schedules are intended to be consistent with
those set forth in the County Records Manual. However,
if conflicts arise, this schedule shall govern.

1.4 Mandatory Minimum Retention Periods

The record retention periods set forth herein are mini-
mum terms for the retention of the respective files after
which the files may be disposed. While the files may be
destroyed—in accordance with the conditions and proce-
dures contained herein—they may also be retained for
longer than the established retention periods. Those
decisions are best left to court records management
officials and their leaders. The District Record Retention
Officer—as further defined in § 2.1 below—will be avail-
able to provide information and guidance as necessary.

1 Pa.R.J.A. 507(a)
2 Pa.R.J.A. 507(b)
3 Pa.R.J.A. 507(c)
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Absent good cause to the contrary, personnel should
dispose of files in conformity with the minimum stan-
dards in the schedules. The retention periods have under-
gone considerable scrutiny, both in terms of practicality
and for conformance with legally accepted standards from
many sources.

1.4.1 Identification of Records

The ability to dispose of records in an efficient and
responsible manner is dependent upon the reliable identi-
fication of the records in question. Therefore, officials,
when storing records subject to these retention schedules,
should do so in a manner that clearly sets forth the
materials contained in the files under consideration.
Information may include such elements as the date the
record was created, the subject matter, record type (i.e.,
presentence reports, notes of testimony, etc.), and sched-
uled destruction date.

1.5 Effective Date

This Record Retention Schedule shall become effective
as provided by the Supreme Court.

2. Record Disposal and Retention Procedures

No permanent or non-permanent record may be dis-
posed unless in compliance with the procedure set forth
in this Schedule.

2.1 Central Point of Contact for Record Retention

As a central point of contact, a ‘‘Record Retention
Officer,’’ designated by the District Court Administrator
with the approval of the President Judge, will coordinate
the disposition of records within each Judicial District. No
records may be destroyed without the approval of the
Record Retention Officer.

2.2 Disposal Request Procedure: Permanent Re-
cords

Within each District, the record custodian (or person
making the disposal request) must submit requests to
destroy or transfer permanent records to the Record
Retention Officer utilizing a Unified Judicial System
Scheduled Court Records Disposal Certification Request
form adopted by the AOPC pursuant to Pa.R.J.A. 507(b).
The Record Retention Officer shall review the form for
completeness and ascertain and certify in writing that the
records to be destroyed have been replicated on a medium
approved by the Supreme Court, (See § 6 Retention
Forms) and must forward the original form to the AOPC
at such location as may be provided from time to time. A
copy of each request form must be retained by the Record
Retention Officer for the District. The AOPC shall review
the Disposal Certification Request and shall forward
same to the PHMC in the event an advisory opinion is
deemed necessary, or, if not, shall approve or deny the
request. The AOPC will return a copy of the request form
reflecting the decision to authorize or deny the request. If
the request is authorized, the specified record(s) may be
destroyed or transferred to the PHMC, as specifically
provided in the form. No permanent records may be
destroyed or transferred unless the request form with the
authorization from the AOPC has been received by the
Record Retention Officer. The form must be retained
permanently.

The following procedure must be followed:

1. Permanent records must not be destroyed without
approval of the AOPC.

2. Requests for the destruction of permanent records
will be submitted by the records custodian to the Record

Retention Officer utilizing a form approved by the AOPC
pursuant to Pa.R.J.A. 507(b).

3. The Record Retention Officer will review the request
form to verify that the records in question are permanent
records and confirm in writing that those records have
been transferred to an acceptable medium (See § 6 Reten-
tion Forms). Only then will the Record Retention Officer
forward the request to the AOPC. Where records have
been transferred to microfilm format, the standards and
quality control measures set forth in the County Records
Manual shall apply (See County Records Manual at page
1-MF-1).

4. Upon receipt of the Disposal Certification Request
form, AOPC shall determine whether an advisory opinion
should be solicited from the PHMC. If so, the AOPC shall
forward a copy of the form to the PHMC for review, and
shall consider the recommendation of the PHMC in
deciding whether to grant or deny the request. If an
advisory opinion is not deemed necessary, the AOPC shall
determine whether to grant the request based upon a
review of the form. Upon determination, the AOPC shall
send a copy to the Record Retention Officer. When the
Record Retention Officer receives the written response
from the AOPC, a copy shall be sent to the record
custodian of the unit that requested leave to destroy the
records, with instructions for their disposal.

5. No permanent record may be destroyed without
having complied with the specific direction set forth by
the AOPC at the time permission to destroy the perma-
nent record is granted.

2.3 Disposal Request Procedure & Log: Non-
permanent Records

A request to destroy non-permanent scheduled records
must be submitted by the record custodian requesting
permission to dispose of the record(s) to the Record
Retention Officer utilizing a Unified Judicial System
Disposal Log for Non-Permanent Records form adopted by
the AOPC as provided in Pa.R.J.A. No. 507. The Record
Retention Officer shall review the Records Disposal Log
Form for completeness and shall grant written permission
to dispose of such non-permanent records upon ascertain-
ing that the applicable retention period as set forth in the
schedule has been met. Written approval from the AOPC
is not necessary before destroying non-permanent records
as identified in the schedule. A log of individual disposi-
tion actions involving non-permanent records must be
maintained. Copies of the Records Disposal Log Form
shall be submitted on an annual basis to the AOPC. (See
§ 4.5 Form Retention)

The following procedure must be followed:

1. The record custodian seeking permission to dispose
of the record shall complete a Record Disposal Log Form
for records designated for destruction pursuant to the
appropriate schedule, and shall submit the form to the
Record Retention Officer for review and approval. (See
§ 6. Retention Forms at the end of this document)

2. The Record Retention Officer will indicate approval
or disapproval in the provided place(s), and return a copy
to the individual submitting the destruction request. The
original Records Disposal Log Form will be retained by
the Record Retention Officer.

3. If approved, the records listed on the log form may
then be destroyed.
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4. No later than January 31st of every year, the Record
Retention Officer will forward to the AOPC a copy of the
log forms listing the records that have been disposed
during the previous year.
2.4 Destruction Hold Procedures
2.4.1 Matters In Litigation

Notwithstanding the disposition schedules set forth
herein, no record which is otherwise eligible for disposi-
tion shall be destroyed if the District becomes aware that
the record may be needed for pending litigation. District
Court Administrators or their designees, upon having the
knowledge or belief of actual or impending litigation
requiring the preservation of certain records, shall imme-
diately so notify in writing the Record Retention Officer,
and appropriate deputies or other staff, to ensure the
preservation of the subject records, as well as suspending
any destruction or transfer activities. Such records shall
be retained until all related proceedings have been con-
cluded or until such time as, in the written opinion of
counsel for the District or the AOPC, the threat of
litigation has been removed. (See also § 4.9 Litigation:
Judicial Districts and Employees)

2.4.2 Matters Pending Audit

Records subject to audit must be retained for the
periods listed in the schedule and must be audited and all
findings resolved before such records may be destroyed.
Applicable Federal and State statutes and administrative
regulations may necessitate retaining records for a longer
period of time than indicated in the schedule. Information
on specific program regulations should be obtained from
the appropriate administering/funding/licensing agency.

2.5 Methods of Record Destruction

2.5.1 Confidential Records

Where confidential information may be contained in the
records, shredding is the preferred method of destruction.
Otherwise, records may be incinerated under the direct
supervision of the District.

2.5.2 Non-Confidential Records

Records that do not contain confidential information
may be shredded, incinerated, or otherwise disposed
according to general practice.

Records stored at vendor sites designated for record
storage, maintenance, and disposition may be destroyed
under the supervision of the vendor with written confir-
mation from the vendor that the records have been
disposed.

2.6 Liability of Record Retention Officer and Sys-
tem and Related Personnel.

Record retention officers and/or system and related
personnel involved in record retention and disposal duties
shall be immune from all civil liability that may be
related to records management practices provided that
the disposition of records is accomplished in accordance
with the terms of the within schedule, and any amend-
ment thereto.4

2.7 Disposal Request Procedure: Damaged Records

Records are to be maintained at such appropriate
locations as to minimize their potential loss or damage. It
is crucial that Districts periodically undertake risk

assessments of the conditions under which records are
stored, and take appropriate steps to mitigate the threat
of damage. Extensive information on Disaster Planning
and Vital Records protection is provided by the Pennsyl-
vania Historical Commission on its website, at http://
www.phmc.state.pa.us (see Records Management, State
Government Services, Disaster Planning & Vital Records;
and Local Government/Judicial System Services, Disaster
Planning & Vital Records Management). All Record Re-
tention Officers are encouraged to take advantage of the
information provided, which includes generic templates
for the establishment of Disaster Response and Recovery
Plans.

Despite periodic risk assessments, some records may be
damaged before the expiration of their retention period by
unforeseeable natural disasters such as floods, earth-
quakes, fires, or other causes. When records are damaged,
an assessment must be immediately conducted to deter-
mine the potential for their recovery. Districts should
attempt to salvage and preserve all damaged records
whenever possible. Only after an appropriate determina-
tion has been made that the damaged records cannot be
salvaged or restored should their disposal be requested.
Of course, records that are beyond their mandatory
minimum retention period and have no administrative,
legal or historical value may be destroyed without ap-
proval from the AOPC, provided, however, that the
protocol established in Section 2.3 is followed.

The request to dispose of damaged records must be
made by the District Court Administrator, after consulta-
tion with the official responsible for the records and the
Record Retention Officer and at the conclusion of the
evaluation process necessary to determine the salvage-
ability of the damaged records. The District Court Admin-
istrator must personally view all records whose disposal
is sought, and must attach photographs and other appro-
priate description of the damage and justification for the
request to dispose of the records.

The District must consider the following factors in
determining that the records cannot be salvaged and
must be destroyed: whether the records are permanent or
non-permanent; whether the records are subject to audit,
and if so, whether an audit has been completed; whether
the records can be salvaged by ordinary methods such as
air drying; whether the records may be salvaged by
extraordinary means such as retaining an expert in
record reconstruction; whether the damaged records pose
a health risk in their continued storage; whether any
movement of the damaged records can be safely made;
whether the cost of restoring the record exceeds its value,
administrative, historical, or otherwise.

In the event the damaged records whose destruction is
being sought are subject to an audit, and copies of the
damaged records are not available, the official responsible
for the records shall notify the auditing entity, as soon as
practicable, that the specified records were damaged,
describe the nature of the damage, and represent that on
a date certain a Unified Judicial System Record Disposal
Certification Request—Damaged Records form will be
submitted to the Administrative Office of Pennsylvania
Courts seeking permission to destroy the damaged re-
cords unless the auditing entity requests, before the
submission date, a reasonable delay in seeking destruc-
tion of the damaged records. Information concerning the
notice provided (date, name of auditing entity and ad-

4 Patterned after the County Records Act, which provides that ‘‘No County officer
shall be held liable on his official bond or in any way, either civil or criminal, because
of the disposition of records, provided he disposes of the records in accordance with the
schedules adopted by the committee.’’ Act No. 407, August 14, 1963, as amended. See
16 P. S. § 13005
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dress) as well as responses, if any, will be entered on the
Unified Judicial System Record Disposal Certification
Request—Damaged Records form. Of course, no notifica-
tion need be made if a copy of the records exists, if the
damaged records were audited, or are not subject to an
audit.

A Unified Judicial System Record Disposal Certification
Request—Damaged Records form must be submitted by
the District Court Administrator to the Administrative
Office of Pennsylvania Courts, at such location as may be
provided from time to time. In order to expedite the
approval process where public health and safety concerns
are present, the Record Disposal Certification Request
form should be submitted by electronic mail or fax. The
AOPC will return a copy of the request form reflecting
the decision to authorize or deny the request. If the
request is authorized, the specified damaged record(s)
may be destroyed

The following procedure must be followed to seek
permission to dispose of Damaged Records:

1. The official responsible for maintaining the records
must notify the Record Retention Officer and District
Court Administrator immediately upon ascertaining that
records which are subject to a Record Retention Schedule
have been damaged.

2. The Record Retention Officer will immediately con-
duct a personal inspection of the damaged records. In the
event the Record Retention Officer is of the opinion that
the damaged records may not be salvageable, the Record
Retention Officer must inform the District Court Adminis-
trator.

3. The District Court Administrator will direct the
Record Retention Officer and official responsible for the
records to conduct an appropriate evaluation of the
options available to restore the damaged records and will
request the preparation of a comprehensive report detail-
ing the available options, if any. The Report should
include photographs or other representations of the cur-
rent condition of the damaged records.

4. If the Report issued by the Record Retention Officer
and official responsible for the records reveals that the
damaged records cannot be safely salvaged, the District
Court Administrator shall personally review the damaged
records and, if he/she is in agreement with the Report,
shall complete a Unified Judicial System Record Disposal
Certification Request—Damaged Records form and for-
ward it to the Administrative Office of Pennsylvania
Courts.

5. The damaged records must be maintained until such
time as the District Court Administrator has received a
written response from the AOPC approving the disposal
of the damaged records.

3. Microfilm and Electronic Archival Systems

The last several years have seen the introduction of
numerous technologies with indications that they may
have the potential to change traditional archiving prac-
tices. Magnetic tape, optical disk and CD Rom have
caused the use of microfilm as the sole method of
non-paper archiving to be questioned by some. However,
officials are cautioned that the decision to utilize ar-
chiving media other than microfilm requires implementa-
tion of policies and practices to ensure that the integrity
of the data is maintained and that the ability to extract
the data in a human readable format is present for the
entire retention period. Therefore, all records stored in

any electronic manner, including but not limited to
Magnetic Tape, Optical Disk or CD Rom, must be re-
freshed or migrated at intervals not exceeding eight
years. Additionally, under no circumstances are computer
hard drives or disks running on direct access storage
devices to be used for archiving purposes as these devices
are subject to periodic failure.

When considering the preservation of documents having
a retention period in excess of twenty-five years, it is
recommended that the conservative microfilm method be
utilized. The microfilming standards and quality control
guidelines contained in the County Records Manual are
adopted herein. That manual also contains guidelines
concerning the retention and disposition of records onto
optical imaging and storage systems. These also are
hereby adopted, with the exception of § 8(d)(iii) and
§ 8(d)(iv).

Paper documents with less than a twenty-five year
retention period and all documents originating electroni-
cally such as indices and dockets may be archived using
media other than microfilm provided the refresh/migrate
safeguards noted above are followed. Used within the
context of this Schedule, the following definitions shall
apply:

Refresh—To move data/images from one medium to the
same medium (i.e., tape to tape). This requires an
analysis of the medium and the associated software and
hardware to determine its viability for the next eight
years.

Migrate—To move data/images from one medium to a
new medium (i.e., tape to CD Rom) one software program
to a current version or another program and/or from one
hardware platform to a new hardware platform.

Retention periods that govern files in paper form also
govern records in electronic form. (See § 1.2 Definitions,
Electronic Records)

4. Retention and Disposition of Miscellaneous Re-
cords

4.1 Annual Reports

Annual reports of the Judicial Districts are considered
permanently valuable for historical and research pur-
poses, and should be retained permanently

4.2 Electronic Case Indices

Electronic computer indices listing cases disposed, gen-
erally indexed by year that show party/defendant name,
case number, and disposition are to be retained perma-
nently and refreshed or migrated consistent with the
requirements set forth in § 3. Microfilm and Electronic
Archival Systems. These may include indices maintained
by Common Pleas Courts, Magisterial District Courts,
Pittsburgh Municipal Court, Philadelphia Municipal
Court, and the Adult Probation, Juvenile Probation, and
Domestic Relations offices. Paper copies may be destroyed
through the most convenient means upon being replaced.

4.3 Notes of Testimony

Retention periods for notes of testimony are generally
determined by: whether they have been transcribed;
whether and with whom they have been filed; and
whether they pertain to testimony in juvenile court
proceedings.
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4.3.1 Raw Notes of Testimony
Raw notes of testimony are those on paper tapes and/or

other media in the original state in which they existed
when taken at the time of testimony. Consistent with
Pa.R.J.A. 5000.13(b) once transcribed, raw stenographic
notes may be destroyed 60 days after filing. Raw notes
that have not been transcribed may be destroyed seven
years from the date of testimony.
4.3.2 Transcribed Notes of Testimony—Filed

Transcribed notes of testimony filed with the Prothono-
tary, Clerk of the Orphans’ Court, and Clerks of Court are
subject to the retention periods set forth in the County
Records Manual under those offices, and need not be
retained by the Judicial District, court reporter or court.
4.3.2.1 Juvenile Matters

Transcribed notes of testimony filed in juvenile matters
shall be retained until the subject reaches the age of 25,
or, 10 years after the last action in the case, whichever is
later. (See § 5.7 Juvenile Delinquency and Dependency
Records). Raw notes that have not been transcribed may
be destroyed seven years from the date of testimony.
4.3.3 Transcribed Notes of Testimony—Not Filed

Transcribed notes of testimony not filed with the
Prothonotary, Clerk of the Orphans’ Court, and Clerks of
Court are subject to the retention periods set forth in the
County Records Manual under those offices, and must be
retained by the Judicial District for the retention periods
set forth in the County Records Manual.
4.3.4 Method: Record Retention Disposal Log

Disposal of raw notes shall be accomplished as provided
in § 2.3 Disposal Request Procedure & Log: Non-
permanent Records. When completing Records Disposal
Log Forms, the untranscribed raw notes need not be
listed on the Records Disposal Log by caption and case
number, but may be listed merely by date of hearing.
4.3.5 Audio, Digital and Video Recordings

Except as otherwise provided in this schedule, audio,
digital, and video recordings made in matters of record
have the same retention periods as do their paper
equivalents. (See § 4.3.1 Raw Notes of Testimony, § 5.7
Juvenile [Delinquency and Dependency Records], § 5.3
Domestic Relations Records, and § 5.2 Magisterial District
Courts, etc.)
4.3.5.1 Mental Health Proceedings

Audio, digital, and video recordings made in mental
health proceedings should be retained for one year from
the date of the hearing at which they were made.

4.4 Personal Records of the Judiciary

The judiciary should dispose of personal files not
integrally related to court operations. The judiciary is
encouraged to minimize, to the greatest extent possible,
the numbers and types of files to be retained. Moreover,
certain files often included among judicial personal re-
cords are already retained elsewhere, and it is neither
necessary, nor advisable, to retain these types of files.
They include the following:

Notes of Testimony—which are subject to retention
schedules applicable to official Court Reporters, Prothono-
taries and Clerks of Court and are available from those
entities.

Pre-Sentence Reports—which are subject to retention
schedules applicable to the Probation Department and are
available from that agency.

Mental Health Evaluation Reports—which are subject
to retention schedules applicable to the Probation Depart-
ment are available from that agency.

Pleadings—which are subject to retention schedules
applicable to the Clerks of Court or Prothonotary and are
available from those agencies.

4.4.1 Retention Period.

Records submitted for storage by the judiciary will be
retained for as long as the records are of administrative
value and as otherwise specified by the individual judge,
provided however, that no record will be retained for any
longer than two years from the conclusion of the judge’s
term of office.

4.5 Form Retention

All retention forms shall be retained permanently

4.6 Records Disposed Pursuant to Pa.R.J.A. No.
1901

Records of Court of Common Pleas cases filed with
Clerks of Court or Prothonotary which are disposed
pursuant to Pa.R.J.A. No. 1901 and local rules enacted
thereunder, are subject to the retention periods set forth
in the County Records Manual under § 4.B.X.(b)3. (Relat-
ing to Clerks of Court), and § 3.B.VII.(b)11. (Relating to
Prothonotaries), and shall be disposed consistent with the
provisions of the County Records Manual. Records of all
other cases may be disposed 60 days after the entry of the
order to terminate such matters.

4.7 Trial/Hearing Lists

Trial/Hearing Lists are used universally across all
courts of the Commonwealth. Such documents, used by
court personnel for the daily conduct of courtroom activi-
ties, include information such as parties’ names, ad-
dresses, charges, case numbers, attorney information, etc.

Trial/Hearing Lists should be retained for as long as
they are of administrative value, but are not to be
destroyed if they might be referenced during litigation
concerning speedy trial issues.

4.8 Expungement of Records

Court orders for the expungement of records shall
supercede the conditions of this schedule.

4.9 Litigation: Judicial Districts and Employees

Records relating to litigation involving the District
and/or District employees must be maintained and avail-
able for the pendency of the litigation. They should be
retained for a minimum of six years following the expira-
tion of the appeal period.

5. Schedules

The tables below and on the following pages will
provide listings of the various types of affected records,
grouped into major categories, or series: 1) Adoptions; 2)
Magisterial District Courts, Pittsburgh Municipal Court,
Philadelphia Municipal Court; 3) Domestic Relations; 4)
Facilities; 5) Financial; 6) Jury Commissioner; 7) Juve-
nile—Delinquency and Dependency; 8) Payroll; 9) Person-
nel; 10) President and Administrative Judges and Court
Administrators; 11) Pretrial Services; 12) Probation
(Adult); 13) Protection from Abuse; and 14) Purchasing.
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5.1 Adoptions Records

Category Description Retention Period
ADOPTIONS

Adoption Dockets, Indices, & Papers Record of all proceedings in adoptions.
Indices of the adoption dockets. Shows
name of the person adopted, name of
the adopting parents, date of
adoption, case number, and volume
and page where recorded in the
adoption docket. Case files include
petitions, paternity claims, consents,
reports, notices, hearings, decrees,
exhibits, notes of testimony,
certifications of adoption, voluntary
relinquishments, involuntary
terminations, information on child
and natural parents, investigators’
reports on the adoptees, doctors’
reports, recommendations from pastor,
and all other records relating to
adoptions.

Retain permanently for administrative
and legal purposes.

5.2 Magisterial District Courts, Pittsburgh Municipal Court, Philadelphia Municipal Court Records

Category Time Measured From: Mandatory Retention Period
TRAFFIC CITATIONS

Traffic Citations—Disposed From final disposition—payment of all
monies due, satisfactory completion of
all sentences imposed, and/or entry of
an order terminating further court
activity, except records for cases
disposed under Pa.R.J.A. No. 1901.
(See § 4.6 Records Disposed Pursuant
to Pa.R.J.A. No. 1901)

Retain 3 years.

CIVIL RECORDS
Civil Original Papers Entry of Judgments, except records

for cases disposed under Pa.R.J.A. No.
1901. (See § 4.6 Records Disposed
Pursuant to Pa.R.J.A. No. 1901)

Retain 7 years.

Discharge, Verdict, or Other
Disposition Without Judgment, except
records for cases disposed under
Pa.R.J.A. No. 1901. (See § 4.6 Records
Disposed Pursuant to Pa.R.J.A. No.
1901)

Retain 3 years.

Civil Dockets From final disposition in Magisterial
District Court.

Retain 7 years.

Notes of Testimony (Including Audio,
Digital, and Video Recordings)

Expiration of appeal period. Retain 1 year.

CRIMINAL RECORDS
Criminal Dockets & Indices From final disposition—payment of all

monies due, satisfactory completion of
all sentences imposed, and/or entry of
an order terminating further court
activity.

Retain 7 years.

Original Papers in Misdemeanor and
Felony Cases

From final disposition—payment of all
monies due, satisfactory completion of
all sentences imposed, and/or entry of
an order terminating further court
activity except records for cases
disposed under Pa.R.J.A. No. 1901.
(See § 4.6 Records Disposed Pursuant
to Pa.R.J.A. No. 1901)

Retain 3 years.
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Category Time Measured From: Mandatory Retention Period
Non-Traffic Citations, & Summary
Criminal Complaints

From final disposition—payment of all
monies due, satisfactory completion of
all sentences imposed, and/or entry of
an order terminating further court
activity, except records for cases
disposed under Pa.R.J.A. No. 1901.
(See § 4.6 Records Disposed Pursuant
to Pa.R.J.A. No. 1901)

Retain 3 years.

Magisterial District Courts/Pittsburgh
Municipal/Philadelphia Municipal
Courts General Correspondence
Records Not Relating to Official Action
Taken

Filing in Magisterial District
Courts/Pittsburgh Municipal
Court/Philadelphia Municipal Court.

Retain 1 year.

FINANCIAL RECORDS
Financial Incoming Records: Journals,
Ledgers, Receipts, Bank Statements,
etc.

Close of the year for which the records
apply.

Retain 7 years.

MISCELLANEOUS MATTERS
Miscellaneous Matters Where Official
Action Taken (Including Search
Warrants and Affidavits)

Filing in Magisterial District
Courts/Pittsburgh Municipal
Court/Philadelphia Municipal Court.

Retain 3 years, except for unexecuted
search warrants and affidavits which
shall be destroyed pursuant to
Pa.R.Crim.P. 212(B).

5.3 Domestic Relations Records

Category Description Retention Period
DOMESTIC RELATIONS

Divorce and Annulment Papers Complaint; Proof/Affidavit/
Acknowledgment of Service of
complaint/Answers/Counter Claim;
Final Decree; Property, Custody,
Alimony, and Support Orders;
Agreements; and Notice of Election to
Retake Prior Name.

Retain permanently for administrative
and legal purposes.

All other papers in Divorce or
Annulment actions (e.g. Masters’
Reports, Notes of Testimony,
Inventories and Appraisements,
Income and Expense Statements,
Correspondence, Proposed/Suggested
Schedules of Distribution, Notices of
Counseling, Hearing Notices, and
other Certificates of service Special
Relief Papers)

Retain for 5 years after Final Decree
in Divorce or Annulment.

Domestic Relations Files Complaint for Support, Support
Orders, Acknowledgments of Paternity
and Genetic test results, Petitions for
Modification, Transcripts of Court
Proceedings, Court Opinions, and
Appeals to Superior Court, Custody
records in matters not involving
divorce.

Retain permanently, except for custody
records in matters not involving
divorce. If not part of a divorce action,
retain 20 years after filing of order
granting custody.

Orders for earnings and health
insurance information, Appearance
Orders, Bench Warrant Orders,
Contempt Orders, and Income
Withholding Orders.

Retain 4 years unless otherwise
provided by the rules and regulations
promulgated by the appropriate
administering/ funding/licensing
agency (Bureau of Child Support
Enforcement, Pennsylvania
Department of Public Welfare and
Bureau of Child Support Enforcement,
U.S. Department of Health and
Human Services).

THE COURTS 7231

PENNSYLVANIA BULLETIN, VOL. 43, NO. 50, DECEMBER 14, 2013



Category Description Retention Period
Dockets and Indices Dockets and indices pertaining to

papers filed in Domestic Relations
cases, including Divorce and
Annulment.

Retain permanently.

5.4 Facilities Documents

Category Description Retention Period
FACILITIES

Space Allocation & Use Records Records used to manage office space &
facilities in the courthouse and
government complex. Shows
department space usage and future
needs.

Retain 5 years.

Facility Maintenance—Routine Records of maintenance and other
work performed on major equipment
or systems. Usually shows date, type
of repair, cost and workers.

Retain 5 years.

Leases Signed original leases and supporting
work papers.

Retain general written leases 6 years
after termination or the termination of
any substitute or renewal thereof.

Construction Contracts Signed original contracts or
agreements and supporting work
papers

Retain construction contracts 12 years
after termination or the termination of
any substitute or renewal thereof.

Parking Permit/Assignments Applications, waiting lists, and
assignments for parking spaces.

Retain 6 months after permit expires.

Incident Investigation Records Records documenting incidents and
investigations by District staff,
including but not limited to injury,
theft, or breach of District policies
relating thereto.

Retain 5 years after investigation is
closed or concluded.

5.5 Financial Records

Category Description Retention Period
FINANCIAL

Accounts Payable Files Bills including certain Court
Appointed Lawyers’ bills and Court
Reporter, Interpreter, and jury
expenses, check vouchers, invoices,
purchase orders & requisitions,
receiving reports, and other records of
payment for goods & services.

Retain 7 years.

Accounts Payable Ledgers Usually indicates date, department or
cost center, invoice & check number,
vendor’s name, amount and account
totals.

Retain 7 years.

Accounts Receivable Files & Ledgers Records document monies owed and
paid to the court, showing date,
department or fund, amount received
and account total.

Retain 7 years.

Receipts Records that document payments
received by the court from parties,
fees, or other monies assessed for fees
or services.

Retain 3 years.
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Category Description Retention Period
Cash Register Accounting Records used to reconcile transactions

with cash on hand at the end of each
day.

Retain 3 years.

Canceled checks Checks that have been paid by the
bank and returned to the depositor as
evidence that the payee has received
the funds.

Retain 7 years.

Deposit Slips Consists of copies of slips listing and
accompanying bank deposits showing
date, account, clerk numbers, and
amounts.

Retain 3 years.

Controller Reports Includes a summary of the financial
condition of the District, with an
account of all receipts, expenditures,
disbursements, revenues, assets, and
liabilities.

Retain Permanently.

Grant Administration Records Usually include application, purpose,
personnel, and budget, financial
reports, correspondence and other
related papers.

Comply with Funding Agency.

Budget Preparation Files Records created and used during
budget development and request
including cost statements, estimates,
justifications, narratives, spread
sheets, and relevant background
materials.

Retain FY plus 5 years or as otherwise
provided by funding source.

Budget Request Copy of the final budget request
created by the court along with
supporting materials that document
communications between the District
and the funding source, and may
include documents relating to
negotiations and review after the
budget request.

Retain FY plus 3 years or as otherwise
provided by funding source.

5.6 Jury Commissioner Records

Category Description Retention Period
Calendars of Drawings Published listing of dates for court

trials and hearings. Indicates court
date, drawing date, and mailing date.

Retain until end of court term/session.

JURY LISTS
Jury Records: Master Lists of
Prospective Jurors

List of county residents, in manual or
electronic form, who may be eligible to
serve as jurors. Includes name, street
address, city and zip code. May be
drawn from Voter Registration,
Department of Motor Vehicles, or
other source lists.

Retain until end of court term/session.
For courts with continuous trial terms,
retain 2 years after creation of list.

Jury Selection Lists Result of regular drawings for each
court term/session. The number of
names is designated by the president
judge and drawn at random from the
master list of prospective jurors.
Includes individual’s name and
address, and sometimes occupation.

Retain 5 years after end of court
term/session. For courts with
continuous trial terms, retain 6 years
after creation of list.
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Category Description Retention Period
Lists of Qualified Jurors Names drawn from the jury selection

list of all those individuals determined
eligible for jury duty.

Retain 5 years after end of court
term/session. For courts with
continuous trial terms, retain 5 years
after mailing.

Exempt Jurors List List of individuals excused from jury
duty, with reason for exemption.

Retain as long as of administrative
value.

Juror Qualification Forms [As provided in 42 Pa. C.S. § 4521(d)]
Returned questionnaires of
prospective jurors used to evaluate
their qualifications to serve on a jury.
May include information on name,
age, residence, employer, citizenship,
literacy, disability, criminal record,
prior service, occupation, and undue
hardship. Signed by respondent.

Retain until completion of jurors’
service unless otherwise ordered by
the trial judge.

Juror Information Questionnaires (As provided in Pa.R.Crim.P. 632)
Questionnaires used during voir dire
process.

Retain until completion of jurors’
service unless otherwise ordered by
the trial judge, during which time it
shall be sealed.

Service Review Forms (Exit
Questionnaires)

Optional evaluation form filled out by
jurors on completion of jury duty and
designed to solicit opinions concerning
various aspects of jury duty.

Retain as long as of administrative
value.

MINUTES
Minutes of the Jury Selection
Commission

Information may include date and
place of meetings; names of members
who attended; name, address and
occupation of each juror selected; type
of jury for which each juror was
drawn; type of court and term of
service; and signature of jury
commissioners’ clerk.

Retain 7 years; then contact State
Archives to arrange transfer of
selected books. Those records not
selected may be destroyed.

5.7 Juvenile Delinquency and Dependency Records

Category Description Retention Period
JUVENILE

Juvenile Dependency Case Dockets
Books & Indices, and Juvenile
Delinquency and Dependency
Papers/Files, Probation Files

A. All dockets, books, and indices
pertaining to papers filed in juvenile
delinquency and dependency cases.

B. Papers filed in juvenile
delinquency and dependency matters
including dependent petitions, orders,
counsel appointments, mental health
evaluations background information,
drug & alcohol test results, case
supervision records, and transcribed
testimony.

C. All other delinquency and
dependency papers retained by the
District.

Retain permanently—the Docket, plus
original court orders pertaining to
adjudication, disposition and consent
decrees. All other records—retain until
age 25 or 10 years after last action on
the case whichever is later. No
distinction between dependent cases
and delinquent cases.
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5.8 Payroll Records

Category Description Retention Period
PAYROLL

Daily Time Sheets Employee’s name date and hours
worked each day.

Retain 3 years.

Employee Payroll Adjustment Records Usually includes employee’s name and
social security number and amounts
withheld for Federal and State taxes,
insurance, bonds and any other
deductions.

Retain 4 years.

Individual Employee’s Earning
Record—Terminated

Often kept in card form, salary
history includes employee’s name and
address, social security number,
department, position, date of birth,
date employed, and salary/earnings
history totals, posted for the duration
of county employment. Usually
transferred to Individual Pension
Files upon termination of
employment.

Employees Who Separate with
Post-termination Benefits—Retain 3
years after all benefits have been paid.
Records may be transferred to County
Pension Board.
Employees Who Separate without
Post-termination Benefits—Retain 5
years after termination of employment.

Payroll Deduction Authorizations Completed by employee, the record
usually indicates employee’s name
and address, department, social
security number, deductions
authorized and employee’s signature
[W-4].

Retain 4 years after cancelled or
superceded; or employment is
terminated.

Payroll Earnings and Deductions
Registers

Generally includes employee’s name,
social security number, gross
earnings, taxes withheld, deductions,
net earnings, check number and date
of payment.

Pay period reports—Retain 4 years.
Year-to-date annual summary—If
payroll data is posted to individual
employee’s earning record, retain 7
years; otherwise retain 100 years.

5.9 Personnel Documents

Category Description Retention Period
PERSONNEL

Applications for Employment—Not
Hired

Includes applications, resumes,
pre-employment records.

Retain 2 years.

Employee Card Files or Record Books Summary may include employee’s
name, address, date of birth, social
security number, job and salary
history, benefit and termination data.

Retain permanently for administrative
and historical purposes.

Individual Employee’s Personnel
Records

File may include, employee ID card,
application, references, photo ID
records, resume, EAR, and records
pertaining to health and life
insurance, performance evaluations,
commendations, training, change
forms, retirement, letters of
resignation, vacation and sick leave,
salary, separation correspondence.

Vested employees—Retain 3 years
after all benefits have been paid.
Non-vested employees—Retain 5 years
after termination.

Employee Medical Records May include pre-employment and
other medical records showing health
or physical condition of employee
during their tenure.

Same as Employee’s Personnel
Records. For those exposed to toxic
substances or harmful agents in the
workplace, retain at least 30 years
after termination & comply with
OSHA standards.
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Category Description Retention Period
Job Descriptions & Announcements Narrative descriptions of job duties &

responsibilities.
Descriptions: Retain current plus one
prior revision. Announcements: 2 years
after position is filled.

Labor Negotiation files Correspondence, reports, other records
used to negotiate contracts with labor
unions representing employees.

Retain 5 years after contract
expiration, or any renewal or
extension thereof.

Labor Contracts and Memoranda of
Understanding

Contract and other records include
date, terms, & appropriate signatures.

Retain 20 years after contract or
agreement expiration or any renewal
or extension thereof.

Equal Employment Opportunity
Records

Includes affirmative action report
(EEO-4) showing total number of
positions by employment classification
and related records, including
discrimination complaint files.

Retain EEO-4 and related records 3
years. Retain case files 4 years after
resolution of the case.

Union Grievances Employee allegations of contract
violations. Usually includes date,
parties, and grievance.

Retain 3 years after final resolution.

Merit System Examination Records &
Answer Sheets

Record may include examinee’s ID,
name address, title & signature, test
date & results, and score. Answer
sheet: examinee’s ID#, score, test date
and title.

Retain 5 years.

Training (Not Individual) Records related to specific courses. Retain 3 years after course is
completed.

Immigration Records INS Form I-9: Employment Eligibility
Verification Forms.

Retain 3 years after date of hiring or 1
year after termination, whichever is
later.

5.10 President & Administrative Judges & Court Administrators

Category Description Retention Period
Statistical and Annual Reports Reports describing the performance of

various court programs. May include
cases filed, cases disposed, pending
caseload, etc.

Retain permanently for
administrative, legal, and historical
purposes.

Administrative Orders and
Regulations

Directives issued to augment local
Rules and Policies.

Retain permanently.

Judicial Assignment Schedule Directives setting forth courtroom and
program assignments of judges.

Retain weekly schedules for 2 years.
Retain Semi-annual and annual
schedules for 10 years.

Judicial Seniority Lists Document filed with the AOPC setting
forth the names of judges according to
court, birth date, and commencement
of term.

Retain permanently for
administrative, legal, and historical
purposes.

General Administrative Documents Reports and general correspondence
relating to program activity, and
policy implementation or
interpretation.

Retain 2 years after expiration of term
of office.

Memoranda of Understanding and
Cooperative Agreements

Written agreements between
governmental entities.

Retain permanently.
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5.11 Pretrial Services Records

Category Description Retention Period
PRETRIAL SERVICES RECORDS

Pretrial Master Files, Electronic
Monitoring Files, and Enforcement
Records: Client-Based Files

Pretrial service files that include
client’s name, photo ID number, state
ID number, address verification, case
number, date, type of case, court
history, arrest report, risk/needs
assessment, enrollment form, home
monitoring rules and regulations,
home investigative report, progress
reports, violation notes, officers’ notes,
judicial and related correspondence.

May also include bail guidelines,
financial eligibility interviews, bail
review/reduction petitions,
confidential mental health
assessments, conditional release
records, photographs, copies of bench
warrants, and probation detainers.

Some files may include physical data
about the defendant, including date of
entry and expiration date of the
monitor device, type of completion,
charge code, reports of the defendants’
movements, and related documents.
May also include violation and
progress reports to judges, system
printouts with specific dates and
times of curfew violations, judges’
orders, employment information, and
overall performance of the defendant
while on EM.

Also refers to Progress and Incident
Reports regarding apprehensions,
attempted apprehensions, and
contacts with others in the home.

Retain for 3 years from the final
conclusion of the case based on the
defendant’s latest arrest.

Pretrial Master Files, Electronic
Monitoring Files, and Enforcement
Records: Administrative Files

Additionally, Pretrial Investigative
files may include Shift Incident Logs,
Street Logs, CJC Bench Warrant
Surrender Hearing logs, Shift
Assignment sheets, and vehicle
assignment.

Retain for 3 years from the final
conclusion of the case based on the
defendant’s latest arrest.

5.12 Probation (Adult) Files

Category Description Retention Period
ADULT PROBATION/PAROLE MASTER FILES

Probation/Parole Master Files Consists of records pertaining to the
Office of Probation and Parole,
including the following: petitions to
release to probation/parole,
commitment papers, court orders,
pre-sentence investigation reports,
background sheets with photo ID,
hearing summaries, Prothonotary
status reports, correspondence with
treatment facilities, community
service status, home monitoring and
case supervision records, medical
records, requests to terminate,
interstate and intrastate transfers
and related documents.

Retain for a minimum of one year
after case is closed, then for as long as
of administrative or legal value.
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Category Description Retention Period
CASE FILE INDEX

Main Index to the master files. This index is kept in various forms.
May contain probation/parolee’s name,
date of release to probation/parole and
termination date.

Retain as long as of administrative or
legal value.

5.13 Protection from Abuse

Category Description Retention Period
PROTECTION FROM ABUSE

Protection from Abuse Records Retain 18 months after termination of
protection order.5

5.14 Purchasing Records

Category Description Retention Period
PURCHASING

Purchase Order Files Copy of purchase order usually shows
number, name and address of vendor,
department and account, date,
quantity, unit price and total cost. File
may also include invoices, bills of
lading and purchase requisitions.

Retain 7 years.

Purchasing Files Relates to acquisition of services,
goods, and equipment. File may
include specifications, bids, quotes,
contracts, and other related papers
(e.g. Requests for Proposals, Requests
for Information).

Retain 6 years.

Supply Requisitions Usually indicates date, department
requesting supplies, items needed,
total cost and account number.

Retain 2 years.

6. Retention Forms

Unified Judicial System Scheduled Court Records Disposal Certification Request forms and Unified Judicial System
Disposal Log for Non-Permanent Records forms are available in electronic and hard copy formats from the AOPC, and
may be amended from time to time. Electronic versions will be available from the AOPC through http://www.pacourts.us/
forms/for-the-judiciary/, and through the website for the Pennsylvania Association of Court Management at http://
pacm.org. Copies of the forms are appended to this schedule.

5 Statutory changes have necessitated the extension of the Protection from Abuse record retention period from 1 year—as indicated County Records Manual—to the 18 months
indicated above.
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§ 213.52. (Reserved).
[Pa.B. Doc. No. 13-2309. Filed for public inspection December 13, 2013, 9:00 a.m.]

THE COURTS 7243

PENNSYLVANIA BULLETIN, VOL. 43, NO. 50, DECEMBER 14, 2013



Title 231—RULES OF
CIVIL PROCEDURE

PART I. GENERAL
[ 231 PA. CODE CH. 1920 ]

Amendments to the Rules of Civil Procedure Re-
lating to Domestic Relations Matters; Recom-
mendation 128

The Domestic Relations Procedural Rules Committee is
planning to recommend that the Supreme Court of Penn-
sylvania amend the Rules of Civil Procedure relating to
domestic relations matters as set forth herein. This
proposal has not been submitted for review by the
Supreme Court of Pennsylvania.

Notes and explanatory comments which appear with
proposed amendments have been inserted by the commit-
tee for the convenience of those using the rules. Reports,
notes and comments will not constitute part of the rules
and will not be officially adopted or promulgated by the
Supreme Court.

The committee solicits and welcomes comments and
suggestions from all interested persons prior to submis-
sion of this proposal to the Supreme Court of Pennsylva-
nia. Please submit written comments no later than
Friday, February 28, 2014 directed to:

Patricia A. Miles, Esquire
Counsel, Domestic Relations Procedural Rules Committee

Pennsylvania Judicial Center
601 Commonwealth Avenue, Suite 6200

P. O. Box 62635
Harrisburg, PA 17106-2635

Fax: 717 231-9531
E-mail: domesticrules@pacourts.us

Deleted material is bold and [bracketed]. New material
is bold.
By the Domestic Relations
Procedural Rules Committee

CAROL S. MILLS McCARTHY,
Chair

Annex A
TITLE 231. RULES OF CIVIL PROCEDURE

PART I. GENERAL

CHAPTER 1920. ACTIONS OF DIVORCE OR FOR
ANNULMENT OF MARRIAGE

(Editor’s Note: The following rule is new and printed in
regular type to enhance readability.)
Rule 1920.17. Discontinuance. Withdrawal of Com-

plaint.

The plaintiff may withdraw the divorce complaint and
discontinue the divorce action by praecipe that includes a
certification that:

(a) no ancillary claims have been asserted by either
party; and

(b) grounds for divorce have not been established.

Rule 1920.33. Joinder of Related Claims. Distribu-
tion of Property. Enforcement.

(a) [ Within ninety days after service of a pleading
or petition containing a claim for determination
and distribution of property under Section 3502 of

the Divorce Code, each ] Each party shall file an
inventory specifically describing all property owned or
possessed at the [ time the action was commenced ]
date of separation. The party who files a motion for
the appointment of a master or a request for court
action regarding equitable distribution shall file
the inventory not later than the time of filing. The
other party shall file the inventory within 20 days
of service of the moving party’s inventory. The
inventory shall set forth as of the date of [ the filing of
the complaint ] separation:

(1) a specific description of all marital property in
which either or both have a legal or equitable interest
individually or with any other person and the name of
such other person and all marital liabilities; [ and ]

(2) a specific description of all property [ in which a
spouse has a legal or equitable interest which is
claimed to be excluded from marital property ] or
liabilities that are claimed to be non-marital and the
basis for such [ exclusion. ] claim; and

(3) the estimated value of each item of marital
and non-marital property and the amount of each
marital and non-marital liability.

Official Note: Subdivision (c) of this rule provides
sanctions for failure to file an inventory as required by
this subdivision. An inventory [ filed within the ninety
day period ] may be incomplete where the party filing it
does not know of all of the property involved in the claim
for equitable distribution. Consequently, the rule does not
contemplate that a party be precluded from presenting
testimony or offering evidence as to property omitted
from the inventory. The omission may be supplied by the
pre-trial statement required by subdivision (b).

* * * * *

Rule 1920.54. Hearing by Master. Report. Related
Claims.

(a) If claims for child support, alimony pendente lite, or
counsel fees and expenses have been referred to a master
pursuant to Rule 1920.51(a), the master’s report shall
contain separate sections captioned ‘‘Child Support,’’ ‘‘Ali-
mony Pendente Lite,’’ or ‘‘Counsel Fees and Expenses’’ as
appropriate. The report may be in narrative form stating
the reasons for the recommendation and shall include a
proposed order stating

(1) the amount of support or alimony pendente lite;

(2) by and for whom it shall be paid; and

(3) the effective date of the order.

[ The Income and Expense Statements shall be
attached to the report. ]

(b) If a claim for alimony has been referred to a
master, the report shall contain a separate section cap-
tioned ‘‘Alimony.’’ The report shall conform to the require-
ments of subdivision (a) and, in addition, shall set forth

* * * * *

Rule 1920.55-2. Master’s Report. Notice. Exceptions.
Final Decree.

(a) After conclusion of the hearing, the master shall:

(1) file the record and the report within

(i) twenty days in uncontested actions or;
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(ii) thirty days [ after ] from the last to occur of the
receipt of the transcript by the master or last submis-
sion to the master in contested actions; and

* * * * *
Rule 1920.72. Form of Complaint. Affidavit under §

3301(c) or § 3301(d) of the Divorce Code. Counter-
affidavit. Waiver of Notice of Intention to Request
Decree under § 3301(c) and § 3301(d).

* * * * *

(e)(1) The [ counteraffidavit ] counter-affidavit
prescribed by Rule 1920.42(c)(2) shall be substantially in
the following form in a § 3301(c) divorce:

(Caption)
COUNTER-AFFIDAVIT UNDER § 3301(c) OF THE

DIVORCE CODE

I wish to claim economic relief which may include
alimony, division of property, lawyer’s fees or expenses or
other important rights.

I understand that I must file my economic claims with
the prothonotary in writing and serve them on the other
party. If I fail to do so before the date set forth on the
Notice of Intention to Request Divorce Decree, the divorce
decree may be entered without further notice to me, and I
shall be unable thereafter to file any economic claims.

I verify that the statements made in this counter-
affidavit are true and correct. I understand that false
statements herein are made subject to the penalties of 18
Pa.C.S. § 4904, relating to unsworn falsification to au-
thorities.
Date:

(PLAINTIFF) (DEFENDANT)

NOTICE: IF YOU DO NOT WISH TO CLAIM ECO-
NOMIC RELIEF, YOU SHOULD NOT FILE THIS
COUNTER-AFFIDAVIT.

(2) The counter-affidavit prescribed by Rule
1920.42(d)(2) shall be substantially in the following form
in a § 3301(d) divorce:

(Caption)
COUNTER-AFFIDAVIT

UNDER § 3301(d) OF THE DIVORCE CODE

1. Check either (a) or (b):

�(a) I do not oppose the entry of a divorce decree.

�(b) I oppose the entry of a divorce decree because
(Check (i), (ii), (iii) or [ both ] all):

�(i) The parties to this action have not lived separate
and apart for a period of at least two years.

�(ii) The marriage is not irretrievably broken.

�(iii) There are economic claims pending.

(2) Check [ either (a) or (b) ] (a), (b) or (c):

�(a) I do not wish to make any claims for economic
relief. I understand that I may lose rights concerning
alimony, division of property, lawyer’s fees or expenses if I
do not claim them before a divorce is granted.

�(b) I wish to claim economic relief which may include
alimony, division of property, lawyer’s fees or expenses or
other important rights.

[ I understand that in addition to checking (b)
above, I must also file all of my economic claims
with the prothonotary in writing and serve them on
the other party. If I fail to do so before the date set
forth on the Notice of Intention to Request Divorce
Decree, the divorce decree may be entered without
further notice to me, and I shall be unable thereaf-
ter to file any economic claims. ]

I UNDERSTAND THAT IN ADDITION TO CHECK-
ING (b) ABOVE, I MUST ALSO FILE ALL OF MY
ECONOMIC CLAIMS WITH THE PROTHONOTARY
IN WRITING AND SERVE THEM ON THE OTHER
PARTY. IF I FAIL TO DO SO BEFORE THE DATE
SET FORTH ON THE NOTICE OF INTENTION TO
REQUEST DIVORCE DECREE, THE DIVORCE DE-
CREE MAY BE ENTERED WITHOUT FURTHER
NOTICE TO ME, AND I SHALL BE UNABLE
THEREAFTER TO FILE ANY ECONOMIC CLAIMS.

�(c) Economic claims have been raised and are
not resolved.

I verify that the statements made in this counter-
affidavit are true and correct. I understand that false
statements herein are made subject to the penalties of 18
Pa.C.S. § 4904 relating to unsworn falsification to au-
thorities.
Date:

(PLAINTIFF/DEFENDANT)
* * * * *

Rule 1920.75. Form of Inventory.
The inventory required by Rule 1920.33(a) shall be

substantially in the following form:
(Caption)

INVENTORY
OF

(Plaintiff) (Defendant) files the following inventory of
all property owned or possessed by either party at the
[ time this action was commenced ] date of separa-
tion and all property transferred within the preceding
three years.

(Plaintiff) (Defendant) verifies that the statements
made in this inventory are true and correct. (Plaintiff)
(Defendant) understands that false statements herein are
made subject to the penalties of 18 Pa.C.S. § 4904
relating to unsworn falsification to authorities.

(Plaintiff) (Defendant)
* * * * *
MARITAL PROPERTY

(Plaintiff) (Defendant) lists all marital property in
which either or both spouses have a legal or equitable
interest individually or with any other person as of the
date [ this action was commenced ] of separation:

Item Description of Names of Estimated Value
Number Property All Owners at Date of Separation

[ NON MARITAL ] NON-MARITAL PROPERTY
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(Plaintiff) (Defendant) lists all property in which a spouse has a legal or equitable interest which is claimed to be
excluded from marital property:
Item Description of Reason for Estimated Value
Number Property Exclusion at Date of Separation

PROPERTY TRANSFERRED
Item Description of Date of Consider- Person to Estimated Value
Number Property Transfer ation Whom Transferred at Date of Separation

LIABILITIES
Item Description of Names of Names of Estimated Amount
Number Property All Creditors All Debtors at Date of Separation

[Pa.B. Doc. No. 13-2310. Filed for public inspection December 13, 2013, 9:00 a.m.]

Title 255—LOCAL
COURT RULES

WARREN AND FOREST COUNTIES
Local Rules of Civil Procedure; Misc. No. 38 of

2013

Order

And Now, this 26th day of November, 2013, the Court
hereby rescinds all previous Local Rules of Civil Proce-
dure and adopts the Local Rules of Civil Procedure as
hereinafter set forth for the 37th Judicial District com-
prised of Forest and Warren Counties. Said Rules shall be
effective thirty (30) days after publication in the Pennsyl-
vania Bulletin, except for Local Rules 205.2(a), 205.2(b),
206.1(a), 206.4(c), 208.2(c), 208.2(d), 208.2(e), 208.3(a),
210, 1028(c), 1034(a), and 1035.2(a), which shall become
effective upon publication on the Pennsylvania Judiciary’s
Web Application Portal.

The Court Administrator of the 37th Judicial District is
directed to:

1. File one (1) copy of this Order and Rules with the
Administrative Office of Pennsylvania Courts.

2. File two (2) certified copies and one disk copy with
the Legislative Reference Bureau for publication in the
Pennsylvania Bulletin.

3. File one (1) certified copy with the Pennsylvania
Civil Procedural Rules Committee.

4. File one (1) certified copy with the Domestic Rela-
tions Procedural Rules Committee.

5. File one (1) copy with the Prothonotaries/Clerk of
Courts of the Court of the 37th Judicial District. Said
Rules shall be posted on the Court web site of the 37th
Judicial District of Pennsylvania and shall be available
for public inspection and copying in the office of the
Prothonotaries/Clerk of Courts upon request and payment
of reasonable costs of reproduction and mailing.

By the Court
MAUREEN A. SKERDA,

President Judge

WARREN AND FOREST COUNTY

COMMON PLEAS COURT RULES

Rule C.P.L49. Official Periodical.

The official legal periodical for Forest County shall be
The Forest Press and for Warren County shall be the

Warren Times Observer. All legal notices shall be pub-
lished in accordance with applicable rules in the forgoing
publications.
Rule C.P.L50. Terms of Court.

There shall be a continuous session of Court annually.
The Prothonotary shall separately number all causes filed
numerically and consecutively throughout the calendar
year. On the first day of January each successive year,
the numbering shall commence anew.
Rule C.P.L51. Title and Citation of Rules.

The Local Rules of the 37th Judicial District of the
Commonwealth of Pennsylvania shall be known and cited
as ‘‘37 C.P. L. .’’
Rule C.P.L52. Effective Date.

These Local Rules shall become effective within thirty
(30) days after publication in the Pennsylvania Bulletin,
except for Local Rules 205.2(a), 205.2(b), 206.1(a),
206.4(c), 208.2(c), 208.2(d), 208.2(e), 208.3(a), 210, 1028(c),
1034(a), and 1035.2(a), which shall become effective upon
publication on the Pennsylvania Judiciary’s Web Applica-
tion Portal. These Rules shall be applicable to pending
actions.
Rule C.P.L101. Principles of Interpretation and

Construction of Rules.

When interpreting any rule, the principles of interpre-
tation, rules of construction, and presumptions in ascer-
taining intent, set forth in the Pa. Rules of Civil Proce-
dure ‘‘Pa.R.C.P.’’ shall be applied.

BUSINESS OF THE COURT
Rule C.P.L200. Attorneys.

1. No attorney, judge, or any elected official having
decisional power and whose duties are related to the
judicial process of the District shall be accepted as surety
in any suit, action, prosecution or proceeding pending
within the District, provided, that this rule shall not
prohibit any such person from being accepted as principal
or surety in any action or proceeding in which such
person is personally involved as a party.

2. The signing of a pleading by an attorney shall
constitute that attorney’s entry of appearance irrespective
if the signature is made on behalf of a professional
corporation, partnership or similar entity. Appearances by
attorneys or parties not signing pleadings shall be made
by written praecipe filed with the Prothonotary of the
respective Court in the District.

Rule C.P.L200.1. Sureties.

1. No corporation shall be accepted as surety upon any
bond to be approved by the Court unless such corporation
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has filed in the office of the Prothonotary of the County of
the District a certificate issued by the Insurance Commis-
sioner of the Commonwealth authorizing it to become
surety on bonds, obligations and undertakings and certi-
fying that such certificate has not been revoked by the
Insurance Commissioner.

2. In all cases where surety other than a corporation is
required to be approved by the court for bonding pur-
poses, the individual offering the surety for approval shall
execute an affidavit in the following form which shall be
provided by the Prothonotary.

COMMONWEALTH OF PENNSYLVANIA
County of Warren/Forest

SS:
The undersigned, being considered as a proper surety

in the above entitled case and being duly sworn according
to law, deposes and states:

1. My (our) full post office address is:

2. I (we) own real estate in Warren/Forest County,
Pennsylvania, in fee simple in my (our) name(s) having a
fair market value of at least $ .

3. That attached hereto is the appraisal of a licensed
real estate appraiser within the Commonwealth of
Pennsylvania/or certified copy of the County tax assess-
ment record.

4. That attached hereto is the certificate of an attorney
of all recorded liens against the said realty.

5. The real estate is recorded in my (our) name(s) in
Warren/Forest County Deed Book/Record Book Vol.

, Page .

Signature
Sworn and subscribed to me this

day of , .

RuleLC.P.205. Civil Case Management.
1. For all civil cases, excluding domestic relations

matters, the Court shall issue a Civil Case Management
Order after the close of the pleadings. This Civil Case
Management Order shall set dates certain for the comple-
tion of discovery, the filing of all pre-trial motions, a
pre-trial conference, and jury selection where demanded.
The form of the Civil Case Management Order shall be as
provided in Exhibit L205.

2. If any party determines that the complexity of the
case will require an expanded schedule, that party shall
notify the Court Administrator within 10 days of the
entry of the Civil Case Management Order to request a
scheduling conference. It shall be the responsibility of the
party requesting a scheduling conference to notify all
counsel and any parties proceeding pro se of the date,
time and place of the scheduling conference.

3. Pro Se Filings.
(a) The Prothonotary shall forward a copy of all docu-

ments filed by individuals who are represented by counsel
of record to that attorney.

(b) Filings that are not in compliance with the law, rule
of court or the appropriate fee schedule shall be duly
noted and forwarded immediately to the office of the

Court Administrator. The Court Administrator, after con-
sulting with the Court, shall notify the individual of the
deficiency in the filing.

(c) The notice shall be as follows:
NOTICE. YOU HAVE FILED A DOCUMENT WITH

THE COURT OF COMMON PLEAS OF FOREST/
WARREN COUNTY THAT IS NOT IN COMPLIANCE
WITH THE LAW, RULE OF COURT OR FEE SCHED-
ULE. YOU ARE ADVISED THAT YOUR FAILURE TO
COMPLY MAY RESULT IN PREJUDICE TO YOUR
RIGHTS OR CLAIM. YOU SHOULD CONSULT A LAW-
YER IMMEDIATELY. IF YOU CANNOT AFFORD A
LAWYER YOU SHOULD CONTACT THE FOLLOWING
AGENCIES TO OBTAIN LEGAL HELP:
PA Lawyer Referral

Services
PA Bar Association
100 South Street
Harrisburg, PA 17108
Phone (800) 692-7375

Northwestern Legal Services
First Niagara Bldg.,

4th Floor
315 Second Ave., Suite 401
Warren, PA 16365
Phone (800) 665-6957

IF YOU DESIRE TO REPRESENT YOURSELF OR DO
NOT QUALIFY FOR FREE COUNSEL YOU ARE IN-
STRUCTED THAT YOU MUST BRING YOUR FILING
INTO COMPLIANCE WITH THE LAW, RULE OF
COURT OR FEE SCHEDULE YOU HAVE VIOLATED
OR YOUR RIGHTS OR CLAIM MAY BE PREJUDICED.

AMERICANS WITH DISABILITIES ACT OF 1990

The Court of Common Pleas of Forest/Warren County is
required by law to comply with the Americans with
Disabilities Act of 1990. For information about accessible
facilities and reasonable accommodations available to
disabled individuals having business before the Court,
please contact the Court Administrator’s Office. All ar-
rangements must be made at least 72 hours prior to any
hearing or business before the Court. You must attend the
scheduled conference or hearing.

IN THE COURT OF COMMON PLEAS
OF THE 37TH JUDICIAL DISTRICT OF

PENNSYLVANIA
WARREN COUNTY BRANCH

CIVIL
,

Plaintiff
vs. No. A. D. OF

,
Defendant

CIVIL CASE MANAGEMENT ORDER

AND NOW, the day of , 20 ,
the Court enters the following case management order:

1. All discovery shall be completed by .
(date)

2. All pretrial motions shall be filed before .
(date)

3. The pretrial conference will be held on at
a.m./p.m. in the Warren County Courthouse. Pre-

trial conference procedure is set forth in Local Rule
L212.1.

4. A. Jury Selection is scheduled for at
a.m./p.m.

B. A Bench Trial shall be scheduled at the
pre-trial conference.

If any party determines that the complexity of the case
requires an expanded schedule, the party may request a
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scheduling conference by contacting the Court Adminis-
trator within 10 days of the date of this order. It shall be
the responsibility of the requesting party to notify all
counsel, and any parties proceeding pro se, of the date,
time and place of the scheduling conference.

BY THE COURT

Judge

FORM 205

Rule C.P.L205.1. Personal Data Identifiers.
A filed document in a case shall not contain any of the

personal data identifiers listed in this rule unless other-
wise required by law or permitted by order of court, or
unless redacted in conformity with this rule. The personal
data identifiers covered by this rule and the required
redactions are as follows:

(a) Social Security Numbers. If an individual’s Social
Security Number must be included in a document, only
the last four digits of that number shall be used;

(b) Dates of Birth. If an individual’s date of birth must
be included, only the year shall be used, unless the date
of birth is for a child in a child custody case in which the
month, day and year of the child’s birthdate only may be
included;

(c) Financial Account Numbers. If financial account
numbers must be included, only the last four digits shall
be used.

(d) A party wishing to file a document containing the
personal data identifiers listed above may file, under seal,
a summary reference list indicating the redacted informa-
tion and their corresponding complete personal data
identifiers.

(e) The responsibility for redacting these personal iden-
tifiers rests solely with the parties. Documents will not be
reviewed by the Prothonotary for compliance with this
Rule.

Rule C.P.L205.2(a). Filing Legal Papers with the
Prothonotary.
(a). Format for Pleadings and all Papers
(1) All pleadings and papers in connection therewith,

petitions and motions filed with the Prothonotary in an
action at law or in equity and in other matters designated
under the Rules of Civil Procedure shall be prepared for
flat filing.

(2) No paper or other document may be filed in the
Prothonotary’s Office on any paper other than paper
approximately 8 1/2 × 11 inches in size.

(3) Any paper or other document filed in any office
shall be sufficient as to format and other physical charac-
teristics if it substantially complies with the requirements
that it shall be on white paper of good quality with typed
or printed matter 6 1/2 × 9 1/2 inches.

(4) The cover sheet shall contain a 3 inch space from
the top of the paper for all court stampings, filing notices,
etc.

(5) Exhibits introduced in judicial proceedings and
wills are exempt from this rule.

(6) Multi-page filings shall be stapled in the upper
left-hand corner only. No tape, headers or backers shall
be used.

(7) Verification.

Motions or petitions containing allegations of matters
not of record in the case must be verified in accordance
with Pennsylvania Rule of Civil Procedure 1024.

(8) Certificate of Service.

All legal papers, except original filings, shall contain a
Certificate of Service. Upon request by the moving party
this requirement may be waived by the Court at the
Court’s discretion for good cause shown. The Certificate of
Service shall be substantially in the following form:

(CAPTION)
CERTIFICATE OF SERVICE

This is to certify that in this case, previously assigned
to Judge [insert the name of the Judge to whom the case
was previously assigned], complete copies of this filing,
including attachments, have been served upon the follow-
ing persons, by the following means, and on the date(s)
stated:
Name and
Address: Means of Service: Date of Service:

Attorney’s Name
Address
I.D. Number
Telephone Number

Rule C.P. L205.2(b). Cover Sheet.

(b). Cover Sheet.

(1) Cover sheets shall comply with Pa R.C.P. 205.5 as
applicable.

(2) In all other cases, every pleading and legal paper,
of two or more pages, shall have a cover sheet in
substantially the following form:

IN THE COURT OF COMMON PLEAS OF THE 37TH
JUDICIAL DISTRICT OF PENNSYLVANIA

COUNTY BRANCH
CIVIL

,
Plaintiff

vs. No. A. D. OF

,
Defendant

Type of Document:

(Filed on Behalf of)

(Plaintiff/Defendant)

Counsel of Record for this Party:

(Name of Attorney Primarily Responsible)

Supreme Court I.D. No.

(Firm name, if any)

(Address)

(Phone)

(Fax number)
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Rule C.P.L206.1(a). Petition.
(1). Definition. ‘‘Petition,’’ as used in these rules, shall

mean:
(a) an application to open a default judgment or a

judgment of non pros,

(b) a petition for civil contempt, except in a support or
custody action, and

(c) petition for relief from a judgment by confession.

(d) a petition for custody and/or support.

(2). Content. All petitions and reasons therefore, shall
be typewritten or printed, signed by a party or counsel of
record and shall contain the caption of the case, a
description of the petition, the reasons therefore, and the
relief requested. A proposed order shall be included. For
all petitions, the notice, the certificate of service, and the
information for the court administrator shall be attached
as the last page to the petition.

When the petition requests a hearing it shall contain:
(1) an estimate of the total amount of time the hearing
will take and (2) the name of the judge who heard any
prior matter in the case.

(3). Notice. The petitioner shall notify the respondent
on the face sheet of the petition of the following:

NOTICE

A petition has been filed against you in Court. If you
wish to defend against the claims set forth in the petition,
you must take action as specified in the rule returnable
and file in writing with the court your defenses or
objections to the matter set forth against you. You are
warned that if you fail to do so, the case may proceed
without you and an order may be entered against you by
the court without further notice for the relief requested
by the petitioner. You may lose rights important to you.

YOU SHOULD TAKE THIS PAPER TO YOUR LAW-
YER AT ONCE. If you do not have a lawyer or cannot
afford one, go to or telephone the office set forth below to
find out where you can get legal help.
PA Lawyer Referral

Services
PA Bar Association
100 South Street
Harrisburg, PA 17108
Phone (800) 692-7375

Northwestern Legal Services
First Niagara Bldg.,

4th Floor
315 Second Ave., Suite 401
Warren, PA 16365
Phone (800) 665-6957

AMERICANS WITH DISABILITIES ACT OF 1990

The Court of Common Pleas of Forest/Warren County is
required by law to comply with the Americans with
Disabilities Act of 1990. For information about accessible
facilities and reasonable accommodations available to
disabled individuals having business before the Court,
please contact the Court Administrator’s Office. All ar-
rangements must be made at least 72 hours prior to any
hearing or business before the Court. You must attend the
scheduled conference or hearing.
Rule C.P.L206.2. Answer to Petition or Rule to

Show Cause.

Each respondent shall file an answer to a petition or
rule to show cause within the time prescribed by the
Court or if not stated within twenty (20) days after the
petition or rule is served on such respondent. Respondent
shall at once serve a copy of the pleading on each adverse
party or their counsel in the manner prescribed by
Pa.R.C.P. No. 440. Answers shall conform to the require-
ments for answers to complaints in civil actions under the

applicable Rules of Civil Procedure, and the manner and
effect of failure to answer, admissions and/or denials shall
be governed by the provisions of Pa.R.C.P. No. 206.7

Rule C.P.L206.4(c). Procedure for the Issuance of a
Rule to Show Cause.

A petition seeking the issuance of a rule to show cause
shall be filed in the Prothonotary’s Office. A proposed
order, in the form prescribed by Pa.R.C.P. 206.6(c), shall
be attached to the petition. After filing, the Prothonota-
ry’s Office shall transmit the petition to the Court
Administrator for consideration by the Court.

Upon the filing of a petition, a rule to show cause shall
be issued as a matter of course pursuant to Pa.R.C.P.
206.6, unless otherwise required by statute or other
Pennsylvania Rule of Civil Procedure.

A request for a stay of execution pending disposition of
a petition to open a default judgment is governed by
motion procedure, not petition procedure. See Rule
L208.3(a).

Rule C.P.L208.2(a). Motions.

(1) Content. All motions and reasons therefore, shall be
typewritten or printed, signed by a party or counsel of
record and shall contain the caption of the case, a
description of the motion, the reasons therefore, the relief
requested, a certificate of service, and a proposed order.

(2) Hearing Requested. When the motion requests a
hearing it shall contain: (1) an estimate of the total
amount of time the hearing will take and (2) the name of
the judge who heard any prior matter in the case and (3)
a proposed scheduling order.

Rule C.P.L208.2(c). Statement of Authority.

All motions shall be supported by a statement of
authority citing a statute, rule of court, or case law in
support of the requested relief. The statement may be in
the form of a brief filed contemporaneously with the
motion or, in routine motions that do not raise complex
legal or factual issues, in the body of the motion itself.

Rule C.P.L208.2(d). Certification of Uncontested
Motions.

If the moving party intends to present the motion as
uncontested, the motion shall include a written consent
by opposing counsel and any unrepresented parties or the
motion shall include a certification that the moving party
has been in contact with opposing counsel and any
unrepresented parties and that opposing counsel and any
unrepresented parties do not contest the motion.

Rule C.P.208.2(e). Certification of Discovery Mo-
tions.

Motions relating to discovery shall include a certifica-
tion by counsel for the moving party that counsel has
conferred or attempted to confer with opposing counsel
and any unrepresented parties having an interest in the
motion in an attempt to resolve the matter without court
action and has been unable to reach a satisfactory
resolution of the issues presented.

Rule C.P.L208.3(a). Requirements to Motions.

(1) Motions Procedure.

(a) All Motions shall be filed with the Prothonotary’s
Office and shall include a proposed scheduling order.
Argument will be scheduled for a time and date certain.
The moving party shall notify opposing counsel and any
unrepresented parties of the date, time and place for
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argument. The Court, in its discretion, may decide the
matter at argument or take the matter under advisement.

(b) The Court, in its discretion, may hear any argu-
ment by telephone or videoconference provided counsel
has made a prompt request to participate electronically in
writing to the Court Administrator. The party requesting
the opportunity to participate electronically shall bear the
cost thereof, unless the Court provides otherwise.

(c) The official Court Reporter does not attend argu-
ments unless directed by the Court.

(d) The moving party in all post-trial or post-hearing
motions shall, if the argument relates to the testimony
presented, arrange for the transcription of so much of the
testimony as may be required to resolve the issues
presented.

(e) Emergency motions shall be governed by the above
procedure, except that after filing, the moving party shall
notify the Prothonotary and Court Administrator of the
emergency situation and may request that the Court
immediately consider the motion. If the moving party is
requesting a waiver of the certificate of service require-
ment, the party shall make every effort to notify opposing
parties of the substance of the motion and the time of
filing and presentation to the Court. See L205.2(e) re-
garding Certificate of Service.

(f) Motions for continuance must be made in writing or
of record in open court unless excused by the Court for
cause. Absent exceptional circumstances, motions for con-
tinuance shall be presented no later than ten (10) days
before the date of the proceedings for which the continu-
ance is requested. Thereafter, no motions for continuance
will be granted except for substantial reasons, which were
not previously known or reasonably ascertainable. The
motion shall state whether or not the proceedings previ-
ously have been continued and, if so, the number of prior
continuances with identification of the party upon whose
motion each continuance was granted.

Absent extraordinary circumstances, a request for con-
tinuance based on proceedings scheduled in another
Court of Common Pleas will be granted only if the other
Court’s scheduling order was issued before the order
scheduling the proceedings for which the continuance is
requested. If the motion is based on conflict with a matter
scheduled in another Court of Common Pleas, the sched-
uling order from the other Court of Common Pleas shall
be attached to the motion.

(g) A motion requesting a stay of execution pending
disposition of a petition to open a default judgment shall
be considered in the same manner as other motions or
emergency motions, if applicable.

(2) Response to Motion.
No response is required to any motion unless required

by Pa.R.C.P. or unless required by the Court in the
scheduling order. See L210 for briefing requirements.
Rule C.P.L210. Briefs.

Briefs shall be in the form specified by Pa.R.C.P. 210.
Any party desiring to file a brief shall do so upon the

following schedule: (1) The moving party shall file a brief
ten days in advance of argument court and (2) The
responding party shall file a brief three days in advance
of argument court.

Briefs shall be filed with the Prothonotary with a copy
to the Court Administrator and a copy shall be served on
all parties of record. See L205.2(e) regarding Certificate of
Service.

Briefs, which refer to deposition testimony, affidavits,
answers to interrogatories, etc. shall have appended to
the brief a copy of that portion of the testimony refer-
enced in the brief.
Rule C.P.L211. Oral Arguments.

Oral arguments shall be limited to a maximum of ten
(10) minutes for each party unless extended by the Court.

Rebuttal and surrebuttal argument shall be permitted
only by leave of Court.

The Court Administrator shall schedule oral argu-
ments. The argument list shall close 20 days before
argument court.
Rule C.P.L212.1. Pre-Trial.

(a) Thirty days prior to the civil trial term commenc-
ing, the civil trial list shall be closed and the Prothono-
tary shall prepare a civil trial list of all civil cases which
have been noted ready for trial. The list shall include
cases for jury and non-jury trial.

(b) The Court Administrator shall schedule pre-trial
conferences on the civil cases and shall notify counsel of
the date and time of the pre-trial conferences, which shall
be held in the Judge’s Chambers.
Rule C.P.L212.2. Pre-Trial Statement.

In addition to the requirements governing the content
of pretrial statements set out in Pa.R.C.P. 212.2 each
pretrial statement in any civil case shall contain:

(a) A narrative statement of the facts that will be
offered by oral or documentary evidence at trial,

(b) A statement of any unusual questions of fact or law;
and in the event of the latter, supporting citations of
counsel’s position of the law.

(c) An estimated length of time which will be required
to present the parties’ respective cases in chief.
Rule C.P.L212.3. Pre-Trial Conference.

Counsel attending the pre-trial conference must have
full and complete authority to stipulate on items of
evidence, admissions, and settlement. In the absence of
such authority, counsel shall have their client immedi-
ately available, either in person or by telephone.

If a party, in the exercise of reasonable diligence, first
becomes aware after the pre-trial conference of the neces-
sity or desirability of using a witness, an exhibit, a
hypothetical question, plot or plan, he shall forthwith
provide the court and other counsel with the same
information with respect to such witness, exhibit, hypo-
thetical question, plot or plan as is required on the
pre-trial statement set forth in Rule L212.2 above. Fail-
ure to provide such information no less than 48 hours
before selection of the jury, or commencement of trial in a
non-jury case, may, in the discretion of the court, justify
refusal by the court to permit the use of such witness,
exhibit, hypothetical question, plot or plan at trial.

Rule C.P.L217A. Bill of Costs.

A bill of costs must contain the names of the witnesses,
the date of their attendance, the number of miles actually
traveled by them, and the place from which mileage is
claimed. The bill shall be verified by the affidavit of the
party filing it or his agent or attorney that the witnesses
named were actually present in court, and that, in the
attorney’s opinion they were material witnesses. Where
the service of a notice to appear, produce, or a subpoena
was necessary, to compel the appearance of a witness or
the production of evidence, such notice or subpoena,
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showing the time, place, and cost of service thereof, shall
be filed with the bill. Any receipts for disbursements
made for necessary exemplification of records, or in
taking depositions in the case, or for other costs recover-
able by law or rule of court, shall be filed with the bill. A
copy of the bill of costs shall be served on opposing
counsel pursuant to Pa.R.C.P. No. 440.

Rule C.P.L217B. Exceptions to Bill of Costs.

The party upon whom a bill of costs has been served
may, within ten (10) days after such service, file excep-
tions thereto, and the issue shall be determined by the
court. Failure to file exceptions within ten (10) days shall
be deemed a waiver of all objections.

Rule C.P.L220.1. Voir Dire.

After the jury panel is drawn for each case the Court
shall conduct voir dire to exclude from the list members
for cause. Thereafter the Plaintiff shall conduct Plaintiff’s
voir dire, and thereafter Defendant shall conduct Defen-
dant’s voir dire. Counsel shall be limited in their voir dire
interrogation to the panel collectively, and the voir dire
shall be structured to seat a fair and impartial jury.

Rule C.P.L223. Conduct of Jury Trial.

(a) Each party shall be limited to two witnesses whose
testimony is similar or cumulative, without leave of
Court.

(b) Time frames for opening and closing statements
shall be set by the Court following pre-trial conference.

Rule C.P.L226. Points for Charge.

(a) Each point for charge shall be submitted to the
Court separately numbered on stationary 8 1/2 inches by
11 inches, double-spaced, containing the caption and the
point number.

(b) Each point shall be supported by a citation of case
or cases to support it or to a statute reference. The Court
shall rule on each point prior to the attorney’s summa-
tions.

(c) Each point for charge shall not be repetitious by
structuring the same point with different words.

Rule C.P.L227.1. Post-Trial Relief.

(a) All post-trial relief motions shall be in writing and
shall be argued before the Court on the regular scheduled
civil calendar argument date.

(b) Each point of trial error shall be specifically identi-
fied and referenced to the trial transcript (if available) by
page and line.

Rule C.P.L227.3. Transcript of Testimony.

(a) The party filing post-trial motions shall cause the
transcript or portion thereof to support the motion to be
transcribed before the motion is argued.

(b) The party requesting the transcript or portion
thereof shall request the same to be transcribed by the
Court Reporter in writing and deliver the request to the
Reporter.

(c) The party ordering the transcript shall be respon-
sible to pay the reporter who may refuse to deliver it
until paid and when paid shall be entered as a record
cost.

(d) Upon agreement of counsel and the Court, the
Court may dispose of the motion without the transcript.

Rule C.P.L230.2. Prompt Disposition of Matters;
Termination of Inactive Cases.

(a) The Prothonotary shall, upon the periodic request of
the Court Administrator, cause a report to be prepared
which lists all civil matters, except support and eminent
domain proceedings, in which no steps or proceedings
have been docketed for two years or more prior thereto.

(b) The Prothonotary shall give to all counsel of record,
and to all parties from whom no appearance has been
entered at least thirty (30) day’s notice of the Court’s
intention to terminate the matter as provided by
Pa.R.J.A. No. 1901(c). The Prothonotary shall note
therein that a rule has been entered to show cause by
written objection why the matter should not be dismissed
pursuant to Pa.R.J.A. 1901.

(c) If any such notices are returned by the postal
authorities as undelivered for any reason, the notice shall
be placed by the Prothonotary’s Office in the official file.
The Prothonotary’s Office shall prepare a list of any such
cases and cause the same to be published one time in the
legal periodical, together with a notice that said cases will
be terminated 30 days after the date on which the list is
published. The cost of publication shall be borne by the
office of the Prothonotary. The Prothonotary shall trans-
mit a copy of such list to the Court Administrator.

(d) If no written objection is docketed prior to the date
set for the rule returnable or within thirty (30) days after
publication as set forth in (3) above, an order shall be
entered by the Court dismissing the matter with preju-
dice for failure to prosecute under the provisions of this
rule. If objections are filed, the Court will review any
objections and, if appropriate, schedule a hearing thereon.

(e) Each magisterial district judge shall, at least annu-
ally, compile a list of civil and criminal summary cases
filed in their offices in which no steps or proceedings have
been taken for two years or more prior thereto. Notice of
intention to terminate shall be given by the district
justice as set forth in Pa.R.J.A. 1901(c). In criminal
summary cases, district justices shall give notice thereof
to the District Attorney, any private prosecutor, the
defendant, and the defendant’s attorney of record as
provided by Pa.R.J.A. 1901(c).

(f) If any such notices are returned by the postal
authorities as undelivered, the magisterial district judge
shall prepare a list thereof and cause the same to be
published one time in the legal periodical, together with a
notice that said cases will be terminated thirty (30) days
after the date on which the list is published. The cost of
publication shall be borne by the office of the district
justice.

(g) If no written objection is received by the magisterial
district judge prior to the date for the rule returnable or
within thirty (30) days after publication as set forth in (6)
above, an order shall be entered dismissing the matter
with prejudice for failure to prosecute under the provi-
sions of this rule.

Rule C.P.L240. In Forma Pauperis-Appointment of
Counsel.

The Court desires that legal services in civil actions
shall be provided to indigents and qualified persons.
Upon petition filed with the Court pursuant to motions
practice, the Court may assign counsel to represent
indigents in civil actions where deprivation of substantial
rights may occur. The petition for the assignment of
counsel in a civil action shall be in the form set forth on

THE COURTS 7251

PENNSYLVANIA BULLETIN, VOL. 43, NO. 50, DECEMBER 14, 2013



Exhibit L240 of these rules. A supply of these forms shall
be maintained by the Prothonotary and the Domestic
Relations Section.

IN THE COURT OF COMMON PLEAS
OF THE 37TH JUDICIAL DISTRICT

OF PENNSYLVANIA
COUNTY BRANCH

PETITION FOR THE APPOINTMENT OF COUNSEL
IN A CIVIL ACTION

TO THE HONORABLE , THE
JUDGE OF SAID COURT:

The petitioner respectfully represents and petitions the
court as follows:

1. Petitioner is who resides
at and is the (plaintiff) (defen-
dant) in the above entitled action.

2. Petitioner’s social security number is
and his/her income and expense information as set forth
below is complete and true.

3. That this is an action for
4. That this is a civil action which may lead to the

deprivation of substantial rights of the petitioner and
thus raises due process and equal protection questions
where by the petitioner is entitled to the assignment of
counsel.

5. That the petitioner is, for financial reasons, unable
to obtain counsel to represent him/her in this action as
the petitioner does not have sufficient income or assets to
hire counsel nor does petitioner have the ability to borrow
money or obtain gifts from relatives, friends, or otherwise
in order to hire counsel. Petitioner has made the follow-
ing efforts to obtain counsel:

6. I represent that the information below relating to
my ability to pay counsel fees is true and correct:

(a) Employment
(i) I am presently employed and state as follows:

Employer
Address

Salary or wages per month
Type of work

(ii) I am presently unemployed and state as follows:
Date of last employment
Salary or wages per month
Type of work

(b) Other income within the past twelve months
Business or profession
Other self-employment
Interest
Dividends
Pension and annuities
Social security benefits
Support payments received
Disability payments
Unemployment compensation and
supplemental benefits
Worker’s compensation
Public Assistance
Other

(c) Other contributions to the support of my household
(wife) (husband) (other adult living with me)

( ) My (wife) (husband) (or other adult) is employed,
and I state:

Employer
Salary or wages per month
Type of work
Contributions from children
Contributions from parents
Other contributions

( ) My wife, husband, or other adult is not employed.

(d) Property owned
Cash
Checking account
Savings account
Certificates of deposit
Real estate (including home):
Motor vehicle: Make Year

Cost Amt. owed
Stocks; bonds
Other

(e) Debts and obligations:
Mortgage
Rent
Loans
Other

(f) Persons dependent upon me for support
(Wife) (Husband)

Name
Children, if any
Name Age

Other persons:
Name
Relationship

7. Petitioner (is) (is not) receiving Public Assistance.

8. I agree that I have a continuing obligation to inform
the Court and my court appointed counsel of any im-
provement in my financial circumstances which then may
enable me to pay attorney’s fees.

WHEREFORE, petitioner respectfully requests that
this court appoint and assign counsel to represent him/
her in this action.

(Print Name)

VERIFICATION

I, , verify that the statements
made in this petition are true and correct to the best of
my knowledge, information and belief. I understand that
false statements made herein are subject to the penalties
of 18 Pa. C.S.A. 4904 relating to unsworn falsification to
authorities.

(Sign Name)

ORDER

AND NOW, this day of ,
upon consideration of the within petition the Court

believing, based upon the representation and sworn state-
ments of the petitioner, that the petitioner is indigent;
and the Court further believing that this action affects
‘‘substantial rights’’ of the petitioner raising due process
and equal protection questions, the court concludes that
the petitioner has a right to the assignment of counsel to
represent him/her in this action.
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Accordingly, , Esq., is hereby
appointed to represent the petitioner in this action until
the petitioner in financially able to obtain counsel to
represent him/her in this matter. In the latter event,
counsel appointed to represent the petitioner shall con-
tinue to represent the petitioner either pursuant to an
agreement between counsel and the petitioner regarding
the payment of fees and costs or, in lieu thereof, counsel
or the petitioner may file a motion or petition with this
Court to determine the petitioner’s ability to pay counsel
fees and the terms and conditions thereof.

BY THE COURT

Rule C.P.L300. Prothonotary. Collection of Costs.
The Prothonotary shall establish, implement, maintain

and utilize a system for the collection of outstanding
unpaid fees and costs. The Prothonotary shall keep a
separate listing of the date costs and fees were imposed,
the date due, collection efforts, and the dates and
amounts of payment. The Prothonotary shall make an
annual report to the President Judge on or before April
1st of each year for the preceding calendar year setting
forth the amount of outstanding costs and fees imposed
on a delay time payment basis, the amount of said costs
paid during the year and the amount of the unpaid costs
at the end of the year. For the purpose of this rule costs
and fees which are either paid at the time that services
are incurred or paid at the time that the order imposing
the costs and fees is entered are not included in this rule.
This rule governs costs which either the Court or the
Prothonotary has given an attorney or party time to pay.
Rule C.P.L400. Service by Sheriff.

A party filing a complaint or any other pleading that
constitutes original process which is to be served by the
Sheriff’s Office shall deliver to that office a certified copy
of the complaint or pleading for each party to be served
together with instructions for service on a form available
from the Sheriff’s Office. The Sheriff shall have the right
to require payment for the requested service before
service is made or attempted unless the party seeking
service has been given the right to proceed in forma
pauperis.
Rule C.P.L1012. Withdrawal of Appearance.

Requests to withdraw appearance which require court
approval shall comply with Pa.R.C.P. 1012 and with
L208.3(a), except that said motions, when not contested
by the opposing party, need not be scheduled for argu-
ment but may be presented in chambers.

Rule C.P.L1018.1. Notice to Defend.

As provided by Pa.R.C.P. No. 1018.1, the following
agencies are designated to be named in the Notice to
Defend in order to find out where legal help can be
obtained:
PA Lawyer Referral

Services
PA Bar Association
100 South Street
Harrisburg, PA 17108
Phone (800) 692-7375

Northwestern Legal Services
First Niagara Bldg.,

4th Floor
315 Second Ave., Suite 401
Warren, PA 16365
Phone (800) 665-6957

AMERICANS WITH DISABILITIES ACT OF 1990

The Court of Common Pleas of Forest/Warren County is
required by law to comply with the Americans with
Disabilities Act of 1990. For information about accessible
facilities and reasonable accommodations available to
disabled individuals having business before the Court,

please contact the Court Administrator’s Office. All ar-
rangements must be made at least 72 hours prior to any
hearing or business before the Court. You must attend the
scheduled conference or hearing.
Rule C.P.L1028(c). Preliminary Objections.

(1) All preliminary objections shall be filed with the
Prothonotary and shall include a proposed scheduling
order. Preliminary objections should not be filed with the
Court Administrator. Courtesy copies for the court are not
required. Preliminary objections should not be filed in
duplicate or by facsimile transmission. The court will take
no action until the preliminary objections have been filed
of record. No response is required to any preliminary
objection unless required by Pa.R.C.P. or unless required
by the Court in the scheduling order.

(2) Argument will be scheduled for a time and date
certain. The moving party shall notify opposing counsel
and any unrepresented parties of the date, time and place
for argument. The court, in its discretion, may decide the
matter at argument or take the matter under advisement.

(3) The court, in its discretion, may hear any argument
by telephone or videoconference, provided counsel has
made a prompt request to participate electronically in
writing to the Court Administrator. The party requesting
the opportunity to participate electronically shall bear the
cost thereof, unless the court provides otherwise.

(4) The official court reporter does not attend argument
unless directed by the court.

(5) All preliminary objections shall be supported by a
statement of authority citing a statute, rule of court, or
case law in support of the requested relief. The statement
may be in the form of a brief filed contemporaneously
with the preliminary objections or, if the preliminary
objections do not raise complex legal or factual issues, in
the body of the preliminary objections.
Rule C.P.L1034(a). Motion for Judgment on the

Pleadings.
(1) A motion for judgment on the pleadings and a brief

in support thereof shall be filed with the Prothonotary
and shall include a proposed scheduling order. A motion
for judgment on the pleadings should not be filed with the
Court Administrator. Courtesy copies for the court are not
required. A motion for judgment on the pleadings should
not be filed in duplicate or by facsimile transmission. The
court will take no action until the motion has been filed
of record. The opposing party shall file an answer and
reply brief to the motion within thirty (30) days after
service of the motion, unless the time for filing the
response is modified by court order.

(2) Argument will be scheduled for a time and date
certain. The moving party shall notify opposing counsel
and any unrepresented parties of the date, time and place
for argument. The court, in its discretion, may decide the
matter at argument or take the matter under advisement.

(3) The court, in its discretion, may hear any argument
by telephone or videoconference, provided counsel has
made a prompt request to participate electronically in
writing to the Court Administrator. The party requesting
the opportunity to participate electronically shall bear the
cost thereof, unless the court provides otherwise.

(4) The official court reporter does not attend argu-
ment unless directed by the court.
Rule C.P.L1035.2(a). Motion for Summary Judg-

ment.
(1) A motion for summary judgment and a brief in

support thereof shall be filed with the Prothonotary and
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shall include a proposed scheduling order. A motion for
summary judgment should not be filed with the Court
Administrator. Courtesy copies for the court are not
required. A motion for summary judgment should not be
filed in duplicate or by facsimile transmission. The court
will take no action until the motion has been filed of
record. The opposing party shall file an answer and reply
brief to the motion within thirty (30) days after service of
the motion, unless the time for filing the response is
modified by court order.

(2) Argument will be scheduled for a time and date
certain. The moving party shall notify opposing counsel
and any unrepresented parties of the date, time and place
for argument. The court, in its discretion, may decide the
matter at argument or take the matter under advisement.

(3) The court, in its discretion, may hear any argument
by telephone or videoconference, provided counsel has
made a prompt request to participate electronically in
writing to the Court Administrator. The party requesting
the opportunity to participate electronically shall bear the
cost thereof, unless the court provides otherwise.

(4) The official court reporter does not attend argu-
ment unless directed by the court.

ARBITRATION
Rule C.P.L1301. Cases for Submission.

(a) Compulsory arbitration of matters as authorized
by Section 7631 of the Judicial Code, 42 Pa.C.S. § 101,
et. seq. shall apply to all cases at issue where the amount
in controversy shall be fifty thousand dollars ($50,000.00)
or less.

The amount in controversy shall be determined from
the pleadings or by an agreement of reference filed by the
attorneys. (See L1301.2) The amount in controversy, when
determined from the pleadings, shall be the largest
amount claimed by any one party.

In the event that a case within arbitration limits is
consolidated with a case involving more than the arbitra-
tion limits after the former has been referred to a board
of arbitrators, the order of consolidation will remove the
referred case from the jurisdiction of the board of arbitra-
tors.

(b) A civil action will be referred to arbitration by the
Prothonotary no fewer than 20 days from the filing of an
appropriate praecipe with the Prothonotary which avers
the civil action is ready for arbitration. If the other party
objects to the praecipe, that party shall, within the 20
days, file a motion requesting delay in the appointment of
arbitrators pending completion of the pre-trial discovery
and filings. The objection shall specifically indicate the
matters that must be preliminarily resolved and shall
propose a timetable for their completion.
Rule C.P.L1301.2. Agreement of Reference.

Matters not in litigation may be referred to a board of
arbitrators by an agreement of reference, signed by
counsel for all sides in the case. Such agreement shall be
filed with the prothonotary, who will forward a copy to
the court administrator. Said agreement shall define the
issue(s) involved for determination by the board and may
contain stipulations of fact. In such cases, the agreement
shall take the place of the pleadings in the case and be
filed of record.
Rule C.P.L1302. List of Arbitrators.

Upon receipt of a praecipe, the court administrator
shall appoint from a list of attorneys a board of three
arbitrators. The appointments shall be made from the

members of the bar eligible for assignment, except where
an attorney is excused by reason of incapacity, illness, or
other disqualification. The court administrator shall be
responsible for apportioning assignments between mem-
bers with more than five years’ experience and those
under five years. No more than one member of a family,
firm, professional corporation or association shall be
nominated to serve on a single board.

Rule C.P.L1304. Continuances.

Continuances shall be granted only by court order for
good cause shown or notice sent by the court administra-
tor to the parties and the court. Motions for continuances
shall be submitted in writing in the form of a motion. A
motion for continuance should be filed no later than three
days prior to the scheduled date for the arbitration
hearing. If a party fails to appear at a scheduled arbitra-
tion hearing, the arbitrators shall proceed as set forth in
Pa.R.C.P. 1303 and 1304.

Rule C.P.L1306. Report and Award.

(a) After the case has been heard, the arbitrators shall
prepare a report and award, which shall be signed by at
least a majority of the board. The arbitration board’s
award shall be filed with the Prothonotary within 10 days
after the day of the hearing or the last adjournment
thereof.

(b) The Prothonotary shall enter the report of the
arbitrators in the docket. If an appeal is taken, the
Prothonotary shall notify the court administrator, who
shall place it on the next pre-trial list.

(c) Upon indexing a report or report and award, the
Prothonotary shall give immediate written notice of the
report to all the parties, or their attorneys, by regular
mail and a copy to the court administrator.

Rule C.P.L1308.1. Compensation for Arbitrators.

(a) The chair of the board of arbitrators shall receive
compensation in the amount of $150.00 per case; the
other members of the board shall receive compensation in
the amount of $100.00 per case.

(b) Each arbitrator shall be entitled to receive an
additional compensation at the rate of $50.00 per hour in
any case in which hearing exceeds 3 1/2 hours.

(c) Upon the filing of the board’s report and award, the
Prothonotary shall certify to the Treasurer that the report
and award, if any, has been filed, together with the
names of the members of the board serving in the case.
The county shall then pay the aforesaid fee to each
member of the board serving on the case in accordance
with Subsection (a) of this rule.

(d) In the event that a case shall be settled or
withdrawn or otherwise terminated by or between the
parties at any time prior to the date scheduled for
hearing, the board members shall not be entitled to
compensation. If the case is settled, withdrawn, or other-
wise terminated by or between the parties, on the date
scheduled for hearing but prior to the scheduled starting
time, the panel members shall be entitled to one-half of
the base compensation as set forth in Subsection (a). In
the event the case is continued after the arbitrators have
convened, either before or after testimony has begun, the
time required of the arbitrators during the first scheduled
hearing shall be aggregated with the time required
during the second hearing. To the extent that such
aggregate time is less than 3 1/2 hours, the compensation
set forth in subsection (a) shall be applicable. To the
extent that such aggregate time exceeds 3 1/2 hours, the
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hourly rate set forth in subsection (b) shall be due for the
hours in excess of 3 1/2 hours.

(e) The Prothonotary shall not mark or certify a case
settled or discontinued until the attorney for the plaintiff
has presented his or her praecipe in proper form.

Rule C.P.L1308.2. Appeal of Arbitration Report and
Award.

(a) Any party to the proceeding may appeal from the
decision or award of the arbitrators to the Court of
Common Pleas; upon prepayment to the county of the
fees of the members of the board as set forth in the
following schedule:

(1) If the amount in controversy is less than $5,000—
$200.00.

(2) If the amount in controversy is $5,000 or more but
less than $10,000—$300.00.

(3) If the amount in controversy is $10,000 or more but
less than $20,000—$400.00.

(4) If the amount in controversy is $20,000 or more—
$500.00.

For purposes of determining the appeal fee, ‘‘amount in
controversy’’ shall be defined as the amount of the award
rendered by the Board of Arbitration, or, in cases of no
award, the amount demanded in the complaint.

Said appeal shall be filed not later than 30 days after
the date of the entry of the award of the arbitrators on
the docket. Repayment to the county of the compensation
of the members of the board of arbitration shall not be
taxed as costs or be recoverable in any proceeding. A de
novo appeal shall be allowed as a matter of course upon
the filing of the affidavit of appeal and recognizance, and
upon the aforesaid repayment of the compensation paid to
the board of arbitration.

(b) The Prothonotary shall notify the court administra-
tor of all appeals from arbitration. All arbitration appeals
shall immediately be scheduled by the court administra-
tor for pre-trial conference and trial at the earliest
practical date.

(c) If no appeal is filed within 30 days, judgment may
be taken on the award.

ACTIONS PURSUANT TO PROTECTION FROM
ABUSE ACT

Rule C.P.L1901.5.1. Protection from Abuse Enforce-
ment Methods.

Generally, the Protection for Abuse Act, Act 1994-85, 23
Pa.C.S.A. § 6102 et seq., provides three methods for the
enforcement of protection from abuse orders to-wit; arrest
(23 Pa.C.S.A. § 6113); private criminal complaint (23
Pa.C.S.A. § 6113.1); and civil contempt (23 Pa.C.S.A.
§ 6114.1). Except as hereinafter provided, the procedure
with respect to enforcement by arrest and private crimi-
nal complaint shall be similar.

Rule C.P.L1901.5.2. Probable Cause Arrest.

A police officer may arrest a defendant for violation of a
protection order (except for economic matters) upon prob-
able cause which shall be supplied by the victim, officer,
or witnesses or combination thereof. If necessary, the
officer may verify the existence of said order by phone or
radio with the appropriate police department, county
control or the Prothonotary’s office). A complaint for
indirect criminal contempt in the form prescribed by
Exhibit L1903.1A shall be completed, signed and filed by

the arresting officer or the victim. Form for Order and
Notice for Civil Contempt for Violation of Protection From
Abuse Order:

IN THE COURT OF COMMON PLEAS
OF THE 37TH JUDICIAL DISTRICT OF

PENNSYLVANIA
COUNTY BRANCH

CIVIL ACTION-LAW
,

Plaintiff
vs. No. A. D.

,
Defendant

NOTICE AND ORDER TO APPEAR
TO THE DEFENDANT:
Legal proceedings have been brought against you alleg-

ing that you have willfully disobeyed an Order of Court
under the Protection From Abuse Act.

If you wish to defend against the claim set forth in the
following pages you may but are not required to file in
writing with the Court your defenses or objections.

Whether or not you file in writing with the Court your
defenses or objections you must appear in person in Court
on the day of , ,
at o’clock a.m./p.m. in Courtroom of the
Forest/Warren County Courthouse.

IF YOU DO NOT APPEAR IN PERSON THE COURT
MAY ISSUE A WARRANT FOR YOUR ARREST.

If the Court finds that you have willfully violated the
Protection From Abuse Order you may be found in
contempt of court and committed to jail for up to six
months and a fine from $100 to $1,000 or both.

YOU SHOULD TAKE THIS PAPER TO YOUR LAW-
YER AT ONCE. IF YOU DO NOT HAVE A LAWYER OR
CANNOT AFFORD ONE, YOU MAY TELEPHONE THE
OFFICES SET FORTH BELOW TO FIND OUT WHERE
YOU CAN GET LEGAL HELP.
PA Lawyer Referral

Services
PA Bar Association
100 South Street
Harrisburg, PA 17108
Phone (800) 692-7375

Northwestern Legal Services
First Niagara Bldg.,

4th Floor
315 Second Ave., Suite 401
Warren, PA 16365
Phone (800) 665-6957

AMERICANS WITH DISABILITIES ACT OF 1990

The Court of Common Pleas of Forest/Warren County is
required by law to comply with the Americans with
Disabilities Act of 1990. For information about accessible
facilities and reasonable accommodations available to
disabled individuals having business before the Court,
please contact the Court Administrator’s Office. All ar-
rangements must be made at least 72 hours prior to any
hearing or business before the Court. You must attend the
scheduled conference or hearing.

BY THE COURT

Date:

FORM 1901A

This is only a cover sheet; the FORM needs a second
page for the outline of the actual Petition for Indirect
Criminal Contempt.

The probable cause affidavit shall be in the following
form:
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IN THE COURT OF COMMON PLEAS
OF THE 37TH JUDICIAL DISTRICT OF

PENNSYLVANIA
COUNTY BRANCH

CIVIL ACTION-LAW
INDIRECT CRIMINAL CONTEMPT FOR VIOLATION

OF PROTECTION FROM ABUSE ORDER
Plaintiff

vs.
Defendant

NOTICE OF HEARING
TO: Defendant
1. You are hereby ORDERED to ap-

pear for hearing on: DATE: TIME PLACE
The Forest/Warren County Court Administrator will

notify you by mail of the date,
time, and Courtroom for your hearing at which you must
appear. Defendant states that his mailing address is:

2. You have been charged with the following:
3. Your bail has been set at:
To protect your rights you should have a lawyer

represent you at this hearing. If you do not have a
lawyer, these referral services will give you information
about finding one.
CONTACT:
PA Lawyer Referral

Services
PA Bar Association
100 South Street
Harrisburg, PA 17108
Phone (800) 692-7375

Northwestern Legal Services
First Niagara Bldg.,

4th Floor
315 Second Ave., Suite 401
Warren, PA 16365
Phone (800) 665-6957

AMERICANS WITH DISABILITIES ACT OF 1990
The Court of Common Pleas of Forest/Warren County is

required by law to comply with the Americans with
Disabilities Act of 1990. For information about accessible
facilities and reasonable accommodations available to
disabled individuals having business before the Court,
please contact the Court Administrator’s Office. All ar-
rangements must be made at least 72 hours prior to any
hearing or business before the Court. You must attend the
scheduled conference or hearing.

If you do not have the money to hire a lawyer, you
must apply within 48 hours at the Office of the Public
Defender of Forest/Warren County at the Courthouse in
Warren or Tionesta.

(SEAL) (DATE)
District Justice
CERTIFICATE OF SERVICE OF NOTICE OF HEARING

I certify that on this day I personally served the above
notice of hearing on the defendant in this case.

Defendant is: released on bail or incar-
cerated in lieu of bail in the amount of $

(SEAL) (DATE)
District Justice

FORM 1901B
Rule C.P.L1901.5.3. Private Criminal Complaint.

A plaintiff may file a private criminal complaint against
the defendant on a form similar to the form for Order and
Notice for Civil Contempt (above) alleging indirect crimi-
nal contempt for non-economic violations of any provision
of an order issued under the Protection from Abuse Act by

the Court or a District Justice. The private criminal
complaint shall be filed with the District Justice in the
jurisdiction where the violation occurred.

(1) Upon review and determination of probable cause
the District Justice shall issue a warrant or summons. If
the District Justice issues a summons the summons shall
indicate the date, time and place for the hearing which
the District Justice shall obtain from the Court Adminis-
trator unless the District Justice is unable to contact the
Court Administrator. In the latter event the defendant
shall be informed by the Court Administrator of the time,
date and place for the hearing. If the District Justice
issues a warrant the District Justice shall cause a
warrant to be forwarded to the appropriate police agency
for service. Upon arrest, the defendant shall be taken to
the District Justice, without unnecessary delay for a
preliminary arraignment in accordance with Rule
L1903.4. The District Justice shall cause the complaint to
be filed with the Clerk of Courts as soon as practicable.
The Clerk of Courts shall docket the complaint and
forward it to the Court Administrator who shall schedule
a hearing.

(2) The Sheriff shall not require a deposit for service
however the cost of service may be assessed to one or
both parties when the hearing is held.
Rule C.P.L1901.5.4. Preliminary Arraignment.

(a) When a defendant is arrested by a police officer
upon probable cause or pursuant to a private criminal
complaint for violation of a protection from abuse order
issued by a Judge or an emergency order issued by a
Magisterial District Judge, the defendant shall be pre-
liminarily arraigned forthwith before a Magisterial Dis-
trict Judge.

(b) At the preliminary arraignment, the defendant
shall be notified:

1. That he/she is charged with criminal contempt for
violation of the Protection From Abuse Order.

2. That a hearing will be held in the Court of Common
Pleas of Forest/Warren County when scheduled by the
Court Administrator; and

3. That the defendant is entitled to be represented by
counsel, and if unable to afford counsel, free counsel may
be appointed if the Defendant cannot afford counsel. The
defendant should immediately contact the office of the
Public Defender of Forest/Warren County.

(c) If the arraignment occurs during the Court’s busi-
ness hours the Magisterial District Judge shall contact
the Court Administrator to obtain a time and date for the
hearing. The Magisterial District Judge shall then inform
the plaintiff and defendant of the date and time for the
hearing in writing in the form of FORM 1901B (above).

If the Magisterial District Judge is unable to contact
the Court Administrator at the preliminary arraignment
he shall contact the Court Administrator as soon thereaf-
ter as possible. The Magisterial District Judge shall
advise the defendant, and if present the plaintiff, in the
form of FORM 1901A, that each will be receiving a notice
from the Court Administrator setting forth the date, time
and place of the hearing on contempt. The Court Adminis-
trator shall then schedule a hearing and notify the
plaintiff and defendant of the date and time for the
hearing in writing sent to their last known addresses
shown on the documents filed before the Magisterial
District Judge in this action.

(d) The Court of the Magisterial District Judge shall
set bail to insure the defendant’s presence at the con-
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tempt hearing in accordance with Pennsylvania Rule of
Criminal Procedure 4004 with conditions including, with-
out limitation, a condition that the defendant not contact
the plaintiff or members of the plaintiff’s household,
directly or indirectly, until further order of Court.

(e) Defendants who fail to post bail shall be committed
to the Warren County Jail pending the hearing.

(f) The hearing shall be scheduled within ten (10) days.
Rule C.P.L1901.5.5. Contempt-Delivery of Magiste-

rial District Judge’s File to Court.
The Magisterial District Judge shall cause the following

completed forms and bail, if entered, to be delivered
immediately to the Judges Chambers or Court Adminis-
trator: (1) criminal complaint; (2) FORM 1901B (above), if
any; (3) certificate of bail, if any was required, and
discharge or commitment; and (4) receipts or copies of
notice of the hearing.
Rule C.P.L1901.5.6. Contempt-Court Hearing.

The unavailability of plaintiff’s counsel shall not be
grounds for the dismissal of the contempt action, and said
hearing shall not be unduly delayed by the unavailability
of counsel.
Rule C.P.L1901.5.7. Civil Contempt.

A petition for civil contempt shall be filed by the
plaintiff with the Prothonotary and then transmitted by
the Prothonotary to the Court Administrator. The Court
Administrator shall set a time for hearing. The plaintiff
shall arrange to have the petition and order setting the
hearing served upon the defendant in any manner by
which service of original process may be made in a civil
action. The order scheduling a hearing shall be in a form
identical to FORM 1901A.

SUPPORT
Rule C.P.L1910.10(a). Support Hearing Procedure.

Warren and Forest Counties shall follow the procedure
set forth in Pa.R.C.P. 1910.12.
Rule C.P.L1910.12(f). Exceptions to Domestic Rela-

tions Hearing Officer’s Report.
(1) Each exception to the Hearing Officer’s Report

regarding child support, spousal support, and alimony
pendente lite shall specifically identify whether the party
filing the exception is asserting that:

(a) the Hearing Officer made an erroneous finding of
fact, or

(b) the Hearing Officer made an error of law.
(2) An exception asserting that the Hearing Officer

made an erroneous finding of fact shall:
(a) identify the erroneous finding;
(b) state specifically the finding which should have

been made by the Hearing Officer;

(c) specify any document which supports, or any wit-
ness whose testimony supports, the finding which should
have been made by the Hearing Officer;

(d) specify any document or testimony which supports
the Hearing Officer’s finding.

(3) An exception asserting that the Hearing Officer
made an error of law shall identify the statute, rule,
regulation, or judicial decision, not applied or improperly
applied by the Hearing Officer.

(4) All exceptions shall include a statement of the
following:

(a) the obligor’s income available for support as
claimed by the party filing the exceptions, together with a
statement of the record evidence of the obligor’s income;

(b) the obligee’s income available for support as
claimed by the party filing the exceptions, together with a
statement of the record evidence of the obligee’s income;

(c) the amount of support which should have been
ordered.

(5) Exceptions shall contain no discussion of the claims
made.

(6) Any party filing exceptions shall immediately sub-
mit to the Domestic Relations Department a motion for
argument on the exceptions.

(7) Exceptions which are not in compliance with this
rule or which are not briefed as ordered may be deemed
to have been waived.

CUSTODY
Rule C.P.L1915.3. Commencement of Action.

(a) In all cases involving claims for custody, partial
custody, or visitation, a conference before the Court
Hearing Officer shall be held except where the interest of
justice would otherwise require.

(b) A proposed order shall be attached to the complaint
or petition directing the Defendant to appear at a time
and place specified. The proposed order shall be substan-
tially in the form provided by Rule L1915.15(c).

(c) The Court Hearing Officer shall have authority to
grant continuances.

(d) At any time during the course of the proceedings,
the Court or the Court Hearing Officer, sua sponte or
upon application of any party, may hold a status confer-
ence, in person or by any other means permitted by these
rules, with counsel or with counsel and the parties in
order to review the case status and expedite the litiga-
tion.
Rule C.P.L1915.4-2. Office Conference. Hearing. Par-

enting Program.
(a) Office Conference
(1) Except as otherwise provided for in this rule, the

Court Hearing Officer shall conduct an initial conference
in accordance with Pa.R.C.P. 1915.4-2(a).

(2) If the parties are unsuccessful in reaching an
agreement during the initial conference with the Court
Hearing Officer, the Court Hearing Officer shall prepare
an appropriate Recommended Order directing the parties
to attend and pay the cost of the ‘‘Helping Your Children
Cope With Divorce’’ program referenced in subparagraph
(c) of this rule or a comparable program, and, upon
verification that at least one of the parties has completed
the program, the Court Hearing Officer shall either,

(i) schedule a hearing before the Court Hearing Officer,
or,

(ii) refer the matter to the Court Administrator to
schedule a hearing before the Court on the issue of
custody, shared custody, or legal custody.

(b) Hearing
When a partial custody or visitation hearing is sched-

uled to be held before the Court Hearing Officer, the
Court Hearing Officer shall conduct a hearing and file a
report in accordance with Pa.R.C.P. 1915.4-2(b).

(c) Seminar for Separating Parents in Contested Cus-
tody Matters
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(1) In all divorce and custody proceedings and in such
other cases as the Court shall direct, where the interest
of children under the age of eighteen years are involved
and an issue of custody or visitation remains disputed
and unresolved following a conference before the Court
Hearing Officer, the parties shall complete a seminar
entitled ‘‘Helping Your Children Cope With Divorce’’ or a
comparable program.

(2) Both parties shall attend the seminar prior to the
date of the custody hearing.

(3) Any requests for an extension of time within which
to complete the seminar shall be made to the Court
Hearing Officer.

(4) The fee for the seminar shall be determined by the
provider and must be paid prior to attendance. Any
request for waiver or reduction of the fee shall be filed
with the Court Hearing Officer and shall be accompanied
by a verified affidavit of indigency or other proof of
economic hardship in accordance with Pa.R.C.P. No. 240,
at least five days prior to the scheduled seminar.

(5) The requirements to attend the seminar may be
waived if:

(i) the Court, on motion, determines that participation
is not necessary or,

(ii) the parties select and participate in a comparable
parenting education program.

(6) No hearing or trial shall be delayed or court action
withheld because of the failure of one party to attend the
seminar.

(7) Failure to comply with this rule may result in the
dismissal of the action, striking of pleadings, or other
appropriate remedy including sanction for contempt and
attorney fees.

(8) Should a party fail to attend the seminar, the Court
may sua sponte bring a contempt action against a
non-complying party. A party who has complied with the
rules shall not be required to either bring the contempt
action or appear at any contempt proceedings.

(9) Copies of this rule and program description shall be
available in the office of the Prothonotary, the Court
Hearing Officer’s office, and the office of the Court
Administrator.

Rule C.P.L1915.15(c). Form of Notice and Order to
Appear.

The order to be attached at the front of the complaint
or petition for modification shall be in substantially the
following form:

IN THE COURT OF COMMON PLEAS
OF THE 37TH JUDICIAL DISTRICT OF

PENNSYLVANIA
(FOREST) (WARREN) COUNTY BRANCH

CIVIL

,
Plaintiff In Custody

vs. No.

,
Defendant

NOTICE AND ORDER TO APPEAR

You, , have been sued in Court
to (obtain) (modify) custody, partial custody, or visitation
of the following child(ren):

You are ordered to appear in person in
Room, (Forest) (Warren) County Courthouse, (Tionesta)
(Warren), Pennsylvania, before the Court Hearing Officer,

on the day of , ,
at m. for the purpose of a conference to deter-
mine the disputed issues.

You should not bring the child(ren) to the conference.

If you fail to appear as provided by this order, an order
for custody, partial custody, or visitation may be entered
against you or the Court may issue a warrant for your
arrest.

YOU SHOULD TAKE THIS PAPER TO YOUR LAW-
YER AT ONCE. IF YOU DO NOT HAVE A LAWYER OR
CANNOT AFFORD ONE, GO TO OR TELEPHONE THE
OFFICE SET FORTH BELOW TO FIND OUT WHERE
YOU CAN GET LEGAL HELP.
PA Lawyer Referral

Services
PA Bar Association
100 South Street
Harrisburg, PA 17108
Phone (800) 692-7375

Northwestern Legal Services
First Niagara Bldg.,

4th Floor
315 Second Ave., Suite 401
Warren, PA 16365
Phone (800) 665-6957

AMERICANS WITH DISABILITIES ACT OF 1990

The Court of Common Pleas of Forest/Warren County is
required by law to comply with the Americans with
Disabilities Act of 1990. For information about accessible
facilities and reasonable accommodations available to
disabled individuals having business before the Court,
please contact the Court Administrator’s Office. All ar-
rangements must be made at least 72 hours prior to any
hearing or business before the Court. You must attend the
scheduled conference or hearing.

FOR THE COURT

Court Hearing Officer

DIVORCE

Rule C.P.L1920.33. Divorce Pre-trial Statements.

Any party failing to comply with Pa.R.C.P. 1920.33 is
guilty of dilatory conduct and subject to sanction by
awarding court costs and attorney fees.

Upon finding that a party has failed to comply with the
requirements of Pa.R.C.P. 1920.33 concerning the filing of
an inventory or the filing of a pre-trial statement, the
Court Hearing Officer may continue the hearing and
recommend to the Court an order of sanctions.

Rule C.P.L1920.51. Appointment of Court Hearing
Officer, Notice of Hearing, Prehearing, and Con-
tinuances.

Rule C.P.L1920.51A. Appointment of Court Hearing
Officer.

1. The Court may appoint by separate order the Court
Hearing Officer who shall not engage in any private
domestic relations matters and who shall serve at the
pleasure of the Court.

2. The Court may appoint other attorneys to serve as
specially appointed Court Hearing Officers in cases where
it is not appropriate to appoint the permanent Court
Hearing Officer. In such cases the Court shall attempt to
appoint attorneys who have at least five years experience
as practicing members of the Bar of this Court with
emphasis or expertise in divorce and related matters.
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3. All matters which may by statute or rule be referred
to the Court Hearing Officer shall be heard by the Court
Hearing Officer in the absence of a Court Order to the
contrary.

4. The Court Hearing Officer shall have authority to
grant continuances.

5. All actions for divorce under Section 3301(a), (b) and
(d)(1)(ii) of the divorce code, actions for annulment, and
claims for alimony, alimony pendente lite, equitable dis-
tribution of marital property, counsel fees, costs, expenses
or any aspect thereof, shall be heard by the Court
Hearing Officer in the absence of a Court Order to the
contrary.

6. A motion for appointment of a Court Hearing Officer
shall be substantially in the form prescribed by Form
L1920.74 and shall be accompanied by a certificate that
the moving party has complied with the filing require-
ments of PA R.C.P. 1920.31(a)(1), 1920.33(a) and 1920.46
unless the moving party certifies that one or more of
those rules is inapplicable. Motions for appointment of a
Court Hearing Officer shall be filed in accordance with
Local Rule L208. A Court Hearing Officer shall not be
appointed unless and until the moving party has complied
with Pa.R.C.P. 1920.31(a)(1), 1920.33(a) and 1920.46, if
applicable, unless the Court has made an order pursuant
to Pa.R.C.P. 4019. A copy of the motion shall be filed with
the permanent Court Hearing Officer.

Rule C.P.L1920.51B. Fees and Costs.

1. Fees and costs shall be paid to the Prothonotary as
follows:

a. A deposit of $350 shall be due from the moving party
at the time that a motion for the appointment of the
Court Hearing Officer is filed. In the motion the moving
party shall certify to the Court that these fees have been
paid in full and the Prothonotary shall certify in writing
on the face of the motion that the fees have been paid. No
motion for the appointment of the Court Hearing Officer
shall be filed until all of the fees in this rule have been
paid to the Prothonotary.

b. The fees set forth in this rule shall be regarded as
costs of the case and the Court Hearing Officer may
recommend and/or the Court may order each party to pay
his/her own costs or may order that the costs be divided
equitably and paid by each party as may be deemed just
and reasonable.

c. When the fees deposited with the Prothonotary are
deemed insufficient to provide for the total services of the
court reporter, the Court Hearing Officer may prepare a
Recommended Order for submission to the Court requir-
ing additional deposits. The Court Hearing Officer shall
not be required to conduct additional hearings or proceed
further in any respect until payment of additional depos-
its has been received by the Prothonotary.

2. Deposits in cases where someone other than the
permanent Court Hearing Officer has been appointed
shall be as set out in any appointing or other order and
shall be held by the Prothonotary to be paid over as the
Court may order to the Court Hearing Officer as a fee or
returned to the parties, or otherwise. In such a case the
specially appointed Court Hearing Officer shall file a
petition or petitions for the payment of the Court Hearing
Officer’s fees detailing the time and services spent and
rendered, and expenses incurred, all in compliance with
local motions practice. The special Court Hearing Officer
shall receive compensation as set by Court Order. The
Prothonotary may pay the special Court Hearing Officer

upon receipt of a bill approved by the parties or their
attorneys without the necessity of a Court Order. Special
Court Hearing Officers are not required to proceed until
the court ordered deposit is paid in full.

3. Whenever a stenographic transcript is required, the
Pennsylvania Rules of Judicial Administration shall ap-
ply. The Prothonotary shall pay the reporter upon receipt
of a bill approved by the Court Hearing Officer or the
Court.

Rule C.P.L1920.53D. Hearing Transcripts.

The Court Hearing Officer shall engage the services of
a court reporter. The testimony shall be transcribed
unless:

1. The parties waive transcription and the Court Hear-
ing Officer concurs.

2. If a transcript is ordered by a party, that party shall
arrange to pay for the transcript in accordance with the
Rules of Judicial Administration and the cost of the
transcript may be allocated to one or both of the parties
by a court order.

FORM L1920.74

IN THE COURT OF COMMON PLEAS
OF THE 37TH JUDICIAL DISTRICT OF

PENNSYLVANIA
CIVIL ACTION-LAW

,
Plaintiff

vs. No. A. D. of

,
Defendant

, Esq., for Plaintiff

, Esq., for Defendant
(of record or consulted)

MOTION FOR APPOINTMENT OF
COURT HEARING OFFICER

IN DIVORCE

AND NOW, , , moves
the Court to appoint the Court Hearing Officer with
respect to the following claims:
( ) Divorce ( ) Distribution of Property
( ) Annulment ( ) Support
( ) Alimony ( ) Counsel Fees
( ) Alimony Pendente Lite ( ) Costs and Expenses

and in support of the motion states:

(1) Discovery is complete as to the claim(s) for which
the appointment of the Court Hearing Officer is re-
quested.

(2) The statutory ground(s) for divorce (is) (are)

(a) If 3301(c), affidavit of consent filed by Plaintiff
,

(date)

Defendant. ,
(date)

(b) If 3301(d), Plaintiff’s affidavit filed ,
(date)

Defendant’s counter affidavit, if any, filed ,
(date)
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(3) Delete the inapplicable paragraph(s):
(a) The action is not contested.
(b) An agreement has been reached with respect to the

following claims:

(c) The action is contested with respect to the following
claims:

(4) The action (involves) (does not involve) complex
issues of law or fact.

(5) The hearing is expected to take (hours)
(days).

(6) The Complaint was filed and served .
(7) Matters at issue under the pleadings which are not

to be referred to the Court Hearing Officer:

(8) Attached hereto is the completed form required by
Pa.R.C.P. No. 1920.46.

(9) I hereby certify that Pa.R.C.P. No. 1920.31(a) is
applicable, not applicable, and the income

and expense statements have been filed as follows:
Plaintiff Date
Defendant Date

(10) I hereby certify that Pa.R.C.P. No. 1920.33(a) is
applicable not applicable, and the inventories

have been filed as follows:
Plaintiff Date
Defendant Date

(11) Approximate monthly take home income of:
Plaintiff Date
Defendant Date

(12) If applicable, approximate value of marital assets
to be distributed:
From Plaintiff’s inventory
From Defendant’s inventory

(13) Approximate value of assets as to which there is a
dispute as to whether they are marital assets: $

(14) Additional information, if any, relevant to the
motion:

(15) I hereby certify that all Court Hearing Officer’s
fees required to be paid have been paid.

Date:

Attorney for:

ORDER APPOINTING
COURT HEARING OFFICER

AND NOW, , Esq., is
appointed Court Hearing Officer in respect to the follow-
ing claims:

If not filed already the parties are ordered to file their
pre-hearing statements within twenty (20) days from this
date.

Per Curiam,

Judge

Received of Plaintiff $

Prothonotary Date

Received of Defendant $

Prothonotary Date

Rule C.P.L1920.76.1. Incorporation of Agreement in
Divorce Decree.

If the parties conclude a written agreement as to any or
all ancillary matters and desire to have the agreement
incorporated into the divorce decree the agreement to be
so incorporated must be filed of record and the parties
must stipulate in writing that they desire that the
agreement be incorporated into the divorce decree. If the
stipulation is included in the agreement itself, the
praecipe to transmit the record shall refer to the para-
graph and page number(s) of the agreement at which the
stipulation may be found.

Rule C.P.L1930.7. Status Conference.

At any time in the proceedings, the court, the court’s
designee, the master or the Court Hearing Officer, sua
sponte or upon application of any party, may hold a
status conference, in person or by any other means
permitted by these rules, with counsel or with counsel
and the parties in order to review the case status and
expedite the litigation.

MISCELLANEOUS

Rules C.P.L2039, C.P.L2064, and C.P.L2206. Approval
of compromises involving minors, incapacitated
persons, wrongful death and survival actions.

1. Minor or incapacitated person’s compromises:

Situs of the filing of the petition.

(a) Petitions for approval of settlements in cases where
minors or incapacitated persons have an interest shall be
filed with the Prothonotary if the underlying suit has
been filed with the Prothonotary. If no suit has been filed,
such petitions shall be filed with the Clerk of the
Orphans’ Court.

(b) Contents of petition. The petition shall be substan-
tially in the form set forth hereunder, and shall:

(1) set forth the date of birth and social security
number of the minor plaintiff or incapacitated person, the
names and addresses of the minor’s parents, the name of
the plaintiff’s guardian and the appointing court, the
address of the plaintiff, and a factual recitation of the
salient facts which form the bases of the cause of action;

(2) state the terms of the settlement, including the
specific provisions of any annuity, if applicable, including
the credit rating of the entity which assumes responsibil-
ity for future payments, the present cost of the annuity,
periodic and lump sum payments, and otherwise comply
with Pa.R.C.P. 2039 and 2064;

(3) state whether a lien or claim has been raised on
behalf of any medical supplier, including the Department
of Public Welfare;

(4) contain or be accompanied by the following:

(a) a written report of a physician setting forth the
present condition of the minor or incapacitated person;

(b) a statement under oath by the guardian and, if
appropriate, the parent(s), certifying (i) the present physi-
cal or mental condition of the minor or incapacitated
person, and (ii) approval of the proposed settlement and
distribution thereof;
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(c) a statement of the professional opinion of counsel as
to the reasonableness of the proposed settlement and the
basis for such opinion; and

(d) if there is to be an allocation between parents and
children or incapacitated persons, or among children or
other parties, the amounts allocated to each party and
the specific reasons for such allocation must be set forth.
In the event more than one plaintiff is involved, whether
minor, adult or incapacitated, Petitioner must set forth
the amount each plaintiff is to receive and shall provide
justification for the requested allocation;

(e) in the event that a minor is sixteen (16) years of
age or older, his or her written approval of the proposed
settlement and distribution thereof.

(f) a proposed Order.

(g) Opinion of Guardian. When the minor or incapaci-
tated person is represented by a guardian ad litem, the
guardian ad litem shall submit a statement concerning
his/her opinion as to the reasonableness of the proposed
settlement and requested allocation of the gross settle-
ment proceeds.

(h) Proof of Deposit and Compliance with Court Order.
Within sixty (60) days of the entry of a final order,
counsel shall file an affidavit with the Prothonotary
certifying compliance with the court order, and shall
submit proof of deposit in the form of a photocopy of the
restricted certificate of deposit or bankbook. The affidavit
shall be substantially in the form set forth hereunder.

2. Petitions for Approval of Settlements in Wrongful
Death/Survival Actions.

(a) When Required.

(1) Survival Action. Court approval of settlements in
survival actions is always required.

(2) Wrongful Death. If the complaint only raised a
wrongful death claim, court approval of settlements shall
be required only where a minor or incapacitated person
has an interest.

(3) Combined Wrongful Death and Survival Actions. If
the complaint raised wrongful death and survival claims,
court approval is required as to allocation between the
categories notwithstanding the absence of minors or
incapacitated persons, even if plaintiff requests that the
entire proceeds be allocated entirely to the wrongful
death claim.

(b) Situs of the Filing of the Petition. Petitions for
Approval of Settlements in Wrongful Death or Survival
Actions shall be filed with the Prothonotary if the under-
lying suit has been filed with the Prothonotary. If no suit
has been filed, such petitions shall be filed with the Clerk
of the Orphans’ Court.

(c) Contents of Petition. The Petition shall be substan-
tially in the form set forth hereunder, and shall:

(1) set forth the date of death of plaintiff-decedent, the
name of the personal representative of the estate and the
county of appointment. A copy of the Decree of the
Register must be attached;

(2) state the terms of the settlement, including the
specific allocation as between wrongful death and sur-
vival, name the wrongful death beneficiaries and the
amount each is to receive, name the intestate heirs of
Plaintiff-decedent as of the date the cause of action arose,
state reasons why the settlement and allocation are
reasonable, and otherwise comply with Pa.R.C.P. 2206. In
the event a portion of the settlement is payable through

the purchase of an annuity, set forth the credit rating of
the entity which assumes responsibility for future pay-
ments, the present cost of the annuity, as well as the
periodic and lump sum payments.

(3) show compliance with Pa.R.C.P. 2205 and set forth
the name, relationship and address of plaintiff-decedent’s
intestate heirs who must be served with a copy of the
petition (as required by 20 Pa.C.S.A. § 2101, et. seq.)

(4) identify any other parties who may have a possible
interest in plaintiff-decedent’s estate, and list unpaid
claims raised, or which are outstanding, in the decedent’s
estate;

(5) state whether a lien or claim has been raised on
behalf of any medical supplier, including the Department
of Public Welfare; and

(6) attach a proposed order.

(d) Proof of Deposit and Compliance with Court Order.
Within sixty (60) days of the entry of a final order,
counsel shall file an affidavit with the Prothonotary
substantially in the form set forth hereunder, certifying
compliance with the court order and shall submit proof of
deposit in the form of a photocopy of the restricted
certificate of deposit or bankbook. The affidavit shall be
substantially in the form set forth hereunder.

3. Petitions for Allowance

(a) Petitions for Allowance in those cases where a
guardian has been appointed by the Orphans’ Court
Division of Warren/Forest County shall be filed directly
with such division. A copy of the order approving the
settlement shall be attached to the petition.

(b) Petitions for Allowance in those cases where a
guardian has been appointed by the Orphans’ Court
Division of a county other than Warren/Forest County, or
by a different state, shall be filed directly with such
appointing court. A copy of the order approving the
settlement shall be attached to the petition.

(c) Petitions for Allowance in those cases where a
guardian has not been appointed shall be filed with the
Orphans’ Court Division of the appropriate county or
other state. A copy of the order approving the settlement
shall be attached to the petition.

IN THE COURT OF COMMON PLEAS
OF THE 37TH JUDICIAL DISTRICT OF

PENNSYLVANIA
WARREN/FOREST COUNTY

CIVIL

,
Plaintiff

vs. No.

,
Defendant

PETITION FOR LEAVE TO SETTLE OR COMPROMISE
MINOR’S ACTION

To the Honorable, the Judge of the
said court:

The petition of , a minor, by his
guardian (see Pa.R.C.P. § 2028), by his attorney,

, Esq. respectfully requests:

1. Petitioner is (see Pa.R.C.P. 2026):

2. The minor was born on and
his/her social security number is
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3. The minor resides with at the fol-
lowing address:

4. A guardian (was) (was not) appointed for the minor
as follows:

A copy of the order is attached.
5. The minor’s mother is who resides

at the following address:
6. The minor’s father is who resides

at the following address:
7. The defendant is who resides or

whose principal place of business at all relevant times
was .

8. On , the minor sustained the fol-
lowing injuries at the following location (set forth in
detail):

(If additional space is needed, please continue on
separate page.)

A complaint was filed against defendant(s) as follows:

Attached hereto is a report by Dr.
dated which sets forth the present condition
of the minor.

11. Attached hereto is a statement, under oath, of the
minor’s parents and/or guardian and/or guardian ad litem
certifying the physical and/or mental condition of the
minor, as well as the parents’ and/or guardian’s and/or
guardian ad litem’s approval of the proposed settlement
and distribution.

12. Attached hereto is the written approval of the
proposed settlement and distribution by the minor, who is
sixteen (16) years of age or older.

13. The following settlement has been proposed:

(If additional space is needed, please continue on
separate page.)

14. Counsel is of the professional opinion that the
proposed settlement is reasonable due to the following:

(If additional space is needed, please continue on
separate page.)

15. Counsel has incurred the following expenses for
which reimbursement is sought. (Please set forth in
detail):

(If additional space is needed, please continue on
separate page.)

16. The following costs have been incurred by or on
behalf of the minor and must be paid from the proceeds of
the settlement:

(If additional space is needed, please continue on
separate page.)

17. The Department of Public Welfare, or any other
entity, does (not) have a claim or lien against the
plaintiff(s) as follows:

(If additional space is need, please continue on separate
page.)

18. Counsel requests a fee in the sum of $
which is % of the net settlement payable to the
minor. A copy of the retainer fee is attached.

19. Counsel (has) (has not) and (will) (will not) receive
collateral payments as counsel fees for representation
involving the same matter from third parties (i.e.
subrogation).

20. The net settlement payable to the minor (after
deduction of costs and attorney’s fees) is $ .

WHEREFORE, Petitioner requests that he/she be per-
mitted to enter into the settlement recited above and that
the Court enter an Order of Distribution as follows:

a. To
$

Reimbursement for Costs
b. To

$
c. To

$
Counsel fee

d. To: Adult Plaintiff(s) (if applicable)

$

e. To , a minor, in restricted
accounts not to be withdrawn before majority or
upon leave of Court
$

OR

f. To , the guardian of the estate
of , a minor, appointed or
to be appointed by the Orphans’ Court of

County, after posting appropriate security.
$

Name of attorney
Attorney for petitioner

VERIFICATION

I, , am the petitioner in this
action and hereby verify that the statements made in the
foregoing petition to settle or compromise minor’s action
are true and correct to the best of my knowledge,
information and belief.

I understand that the statements in said petition are
made subject to the penalties of 18 Pa.C.S. § 4904 relat-
ing to unsworn falsification to authorities.

Date Petitioner

IN THE COURT OF COMMON PLEAS
OF THE 37TH JUDICIAL DISTRICT OF

PENNSYLVANIA
FOREST/WARREN COUNTY

CIVIL

No. of

ORDER APPROVING SETTLEMENT AND
ORDER FOR DISTRIBUTION

AND NOW, this day of , ,
upon consideration of the Petition for Leave to Compro-
mise a Minor’s Action, filed it is hereby
ORDERED and DECREED that Petitioner is authorized
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to enter into a settlement with Defendant(s)
in the gross sum of ($ )

dollars. Defendant(s) shall forward all settlement drafts
or checks to Petitioner’s counsel for proper distribution.

IT IS FURTHER ORDERED and DECREED that the
settlement proceeds be allocated as follows:

1. To: Minor Plaintiff(s)
Name Date of birth Social Security#

$

$

2. Adult Plaintiff(s)

$

$

IT IS FURTHER ORDERED and DECREED that the
settlement proceeds be distributed as follows:

Name Date of birth Social Security#

$

a. To: , Esq.
$

Reimbursement costs

b. To:
$

c. Costs to: , Esq.
$

Counsel fees

d. The balance, the sum of $ payable
to , a minor, shall be distributed as
follows:

OPTION 1

To: , Guardian $ of the
Estate of , a minor; provided, however,
that no payment shall be made to the guardian until the
guardian has posted additional security as required by
the Orphans’ Court Division of County
pursuant to 20 Pa.C.S. § 5121, et seq. An appropriate
petition shall be filed with the Orphans’ Court within
thirty (30) days.

OPTION 2

Counsel is hereby authorized to execute all documenta-
tion necessary to purchase saving certificate(s), from
federally insured banks or savings institutions having an
office in Forest/Warren County, in the sum of $ ,
each not to exceed the insured amount, with the funds
payable to the minor upon majority. The certificate shall
be titled and restricted as follows:

, a minor, not to be redeemed
except for renewal in its entirety, not to be withdrawn,
assigned, negotiated, or, otherwise alienated before the
minor attains majority, except upon prior order of Court.

Counsel shall open a savings account in the sum of
$ in the name of the minor. The savings
account shall be titled and restricted as follows:

, a minor, not to be withdrawn
before the minor attains majority, except for the payment

of city, state, and federal income taxes on the interest
earned by the savings certificate and savings account, or
upon prior order of Court.

2. Adult Plaintiff

The portion of the settlement payable to , an
adult plaintiff named in the complaint, shall be distrib-
uted as follows:

To: , Esquire
$

Reimbursement of Costs

To:
$

Costs

To: , Esquire
$

Counsel Fees

To:
$

Plaintiff

Counsel shall file with the Prothonotary within sixty
(60) days from the date of this final order, proof of the
establishment of the accounts as required herein, by
affidavit from counsel certifying compliance with this
order. Counsel shall attach to the affidavit a copy of the
Certificate of Deposit and/or bank account containing the
required restrictions.

BY THE COURT

Judge

IN THE COURT OF COMMON PLEAS
OF THE 37TH JUDICIAL DISTRICT OF

PENNSYLVANIA
FOREST/WARREN COUNTY

CIVIL

vs. No. of

AFFIDAVIT

I, Esquire, hereby state and af-
firm that I have complied with the order issued on

by the Honorable as follows:

Copies of bank accounts are attached hereto.

I verify that the statements in the affidavit are made
subject to the penalties of 18 Pa.C.S. § 4904 relating to
unsworn falsification to authorities.

,Esq.
Attorney for Petitioner Date

IN THE COURT OF COMMON PLEAS
OF THE 37TH JUDICIAL DISTRICT OF

PENNSYLVANIA
FOREST/WARREN COUNTY

CIVIL

vs. No. of

PETITION TO SETTLE WRONGFUL DEATH
AND SURVIVAL ACTIONS

To the Honorable , the Judge of the
said court:

THE COURTS 7263

PENNSYLVANIA BULLETIN, VOL. 43, NO. 50, DECEMBER 14, 2013



The petition of , Administrator/
Executor of the Estate of , deceased, by
his/her attorney, , Esq., respectfully re-
quests:

1. Petitioner is who was ap-
pointed Administrator/Executor of the Estate of ,
deceased, on , , by the Register of Wills
of County. A copy of the Decree of the Regis-
ter is attached.

2. The plaintiff decedent died on as a result
of: [set forth relevant information describing the underly-
ing negligence or cause of action as required by Forest/
Warren Rule L ]

(If additional space is needed, please continue on
separate sheet).

3. Notice of the institution of the action as required by
Pa.R.C.P. 2205 and Forest/Warren Rule L was
given on to the following individuals:
Name Address

4. Pursuant to Forest/Warren Rule L Peti-
tioner has served a copy of this petition on the intestate
heirs of plaintiff decedent (as provided in 20 Pa.C.S.
§ 2101 et seq.) who are as follows:
Name Relationship Address

5. Pursuant to Forest/Warren Rule L Peti-
tioner has served a copy of this petition on the following
parties who may have a possible interest:
Name Relationship Address

6. Decedent (did) (did not) have a will. A copy is
attached.

7. The following unpaid claims have been raised and/or
are outstanding in the decedent’s estate:

Creditor Amount due

8. A complaint was filed against defendant(s) as
follows:

9. The following settlement has been proposed:

(If additional space is needed, please continue on a
separate page).

10. Counsel is of the professional opinion that the
proposed settlement is reasonable due to the following

(state the reasons why in the professional opinion of
counsel the settlement is proper):

11. Petitioner is of the opinion that the proposed
settlement is reasonable.

12. Counsel has incurred the following expenses for
which reimbursement is sought (Please set forth in
detail):

(If additional space is needed, please continue on
separate page).

13. Counsel requests counsel fees in the amount of
$ which represents % of the net
proceeds of the settlement.

14. Petitioner requests allocation of the net proceeds of
the settlement (after deduction of costs and attorneys
fees) as follows:

a. Wrongful Death Claim
$
b. Survival
$
15. The reasons for the requested allocation are as

follows:

16. Pursuant to the Wrongful Death Statute (42
Pa.C.S. § 8301), the beneficiaries of the Wrongful Death
claim, and the proportion of their interest, are as follows:
Name Amount due

$
$
$
$

17. The pecuniary loss suffered by the beneficiaries
listed in Paragraph 15 is as follows:

(If additional space is needed, please continue on a
separate page).

Wherefore, Petitioner requests that he/she be permitted
into the settlement recited above, and that the Court
enter an Order of Distribution as follows:

a. To:
$

Reimbursement for costs
b. To:

$
Costs
c. To:

$
Counsel fees
d. Wrongful Death Claim

i. To: Spouse; and/or
$

ii. To: Adult child(ren); and/or
$
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iii. To: Minor child(ren) and/or incapacitated persons;
$

and/or

(a) in restricted accounts; or
$

(b) to the guardian of the minor(s) estate; and/or
$

iv. To: Parent(s)
$

e. Survival claim

To: , Administrator/
Executor of the Estate of ,
Deceased

Respectfully submitted,

Attorney for Petitioner

VERIFICATION

I, , am the Petitioner
in this action and hereby verify that the statements made
in the foregoing Petition to Settle or Compromise Minor’s
Action are true and correct to the best of my knowledge,
information and belief.

I understand that the statement in said Petition are
made subject to the penalties of 18 Pa.C.S. § 4904
relating to unsworn falsification to authorities.

Petitioner Date

IN THE COURT OF COMMON PLEAS
OF THE 37TH JUDICIAL DISTRICT OF

PENNSYLVANIA
FOREST/WARREN COUNTY

CIVIL

vs. No. of

NOTICE

To:
(name of beneficiary)

Date:

You are hereby notified that, ,
Administrator/Executor of the Estate of ,
deceased has filed (or will file) on , a Petition to
Approve a Settlement of a Wrongful Death and Survival
Action. A copy of that Petition is enclosed.

If you object to the proposed settlement and/or proposed
distribution, you must submit your written objections on
Response to the Petition on or before , , to
the following address:

Prothonotary
Warren County Courthouse
204 Fourth Avenue
Warren, PA 16365
Prothonotary
Forest County Courthouse
Tionesta, PA 16353

I hereby certify that the within Notice has been mailed
to the above named individual(s) on the date set forth
above.

Attorney for Petitioner

IN THE COURT OF COMMON PLEAS
OF THE 37TH JUDICIAL DISTRICT OF

PENNSYLVANIA
FOREST/WARREN COUNTY

CIVIL

vs. No. of

ORDER
AND NOW, this day of , ,

upon consideration of the Petition to Compromise Wrong-
ful Death and Survival Action filed on ,

, it is hereby ordered and decreed that Petitioner
is authorized to enter into a settlement with Defen-
dant(s) , in the gross sum of
($ ) dollars. Defendant(s) shall forward all
settlement drafts or checks to Petitioner’s counsel for
proper distribution.

It is further ordered and decreed that the settlement
proceeds are allocated as follows:

1. Wrongful Death
$

2. Survival Claim
$

It is further ordered and decreed that the settlement
proceeds be distributed as follows:

1. To: , Esq.
$

For costs

2. To: , Esq.
$

For counsel fees

3. The Wrongful Death Claim in the sum of
$
shall be paid as follows:

a. To: Spouse; and/or
$

b. To: Adult Child(ren); and/or
$

c. To: Minor Child(ren) as provided hereunder
$

OPTION 1

To: , $
Guardian of the Estate of , a
minor; provided, however, that no payment shall be made
to the guardian until the guardian has posted additional
security as may be required by the Orphans’ Court
Division of County pursuant to 20
Pa.C.S. § 5121, et seq. An appropriate petition shall be
filed with the Orphans’ Court within thirty (30) days.

OPTION 2

Counsel is hereby authorized to execute all documenta-
tion necessary to purchase saving certificate(s), from
federally insured banks or savings institutions having an
office in Forest/Warren County, in the sum of $ ,
each not to exceed the insured amount, with the funds
payable to the minor upon majority. The certificate shall
be titled and restricted as follows:

Not to be redeemed except for renewal in its entirety,
not to be withdrawn, assigned, negotiated, or otherwise
alienated before the minor attains majority, except upon
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prior order of Court. Counsel shall open a savings account
in the sum of $ in the name of the
minor. The savings account shall be restricted as follows:

Not to be withdrawn before the minor attains majority,
except for the payment of city, state, and federal income
taxes on the interest earned by the savings certificate and
savings account, or upon prior order of Court.

d. To: Parent(s)
$

4. The Survival Claim in the sum of $ shall
be paid to , Administrator/
Executor, of the Estate of , de-
ceased; provided, however, that counsel shall not distrib-
ute any funds to the said Administrator/Executor until
the additional security as may be required by the Regis-
ter of Wills of County pursuant to 20
Pa.C.S. § 3323(b)(3) is posted.

Within sixty (60) days from the date of this final Order,
counsel shall file with the office of Civil Administration
an Affidavit from counsel certifying compliance with this
order. Counsel shall attach to the Affidavit a copy of the
Certificate of Deposit and/or bank account containing the
required restrictions.

BY THE COURT

Judge

cc: Register of Wills of County

IN THE COURT OF COMMON PLEAS
OF THE 37TH JUDICIAL DISTRICT OF

PENNSYLVANIA
FOREST/WARREN COUNTY

CIVIL

vs. No. of

AFFIDAVIT

I, Esq. hereby state and affirm
that I have complied with the Order issued on
by the Honorable as follows:

Copies of bank accounts are attached hereto.

I verify that the statements in this affidavit are made
subject to the penalties of 18 Pa.C.S. § 4904 relating to
unsworn falsification to authorities.

, Esq.
Attorney for Petitioner Date

TAX APPEALS

Rule C.P.L5003. Appeals from Real Estate Assess-
ment

The following rules shall apply to all appeals from a
real estate assessment determined by the Board of As-
sessment Appeals (Board) of Warren or Forest County.
These rules apply to all appeals taken following their
effective date, and may be applied as appropriate to
current appeals ninety (90) days after their effective date.

Definitions

Board—the County Board of Assessment Appeals of
Warren or Forest County.

Taxing Authority—municipalities, such as school dis-
tricts, boroughs, townships, of Warren and Forest Coun-
ties.

Property Owner—the taxpayer, whether singular or
plural, that owns the property which is the subject of an
appeal.

Appraisal—an opinion of a qualified expert as to the
value of property.

Date of Notification—date which is stamped on the
decision of the Board.

Commercial Property—any property whose purpose is
to generate income for its owner.

(a) Filing Instructions:
1. An appeal from the decision of the Board shall be

filed within thirty (30) days from the date of notification
by the Board.

2. Ten (10) days after filing the appeal the appellant
shall serve a copy of the appeal on the Board and all
affected taxing authorities or property owners by certified
mail to the Board, to the property owner at his, her, its,
or their registered address as shown on the tax records,
and on the taxing districts at their business address.

3. Within twenty (20) days of service of the appeal, the
appellant shall file an affidavit of service.

4. For purposes of service or notice, an appellant or
party may use the address provided to the Board as part
of its proceedings.

5. The Board shall automatically be a party to any
appeal unless it specifically declines that status in writ-
ing.

Any taxing authority or property owner entitled to be
notified of an appeal may become a party to the proceed-
ings by filing an entry of appearance within one hundred-
twenty (120) days of the filing of the appeal. The entry of
appearance shall be considered to deny the allegations in
the appellant’s petition, except for the names of the
parties and the location of the taxable property. However,
any party may plead additional material by way of
answer or new matter, as appropriate, within (30) days of
becoming a party.

(b) Contents of Appeal:

1. Names and addresses of the taxpayer and the taxing
districts;

2. Identification of the property, including street ad-
dress and tax parcel number;

3. Reason(s) for the appeal. For the purposes of this
section, where a challenge is based on fair market value,
it shall be sufficient to state that the assessment pursu-
ant to the applicable State Tax Equalization Board,
common level or predetermined ratio, is excessive. Where
the challenge is based on uniformity as the basis for the
appeal it shall be sufficient to state lack of uniformity as
the basis for the appeal. Where a challenge is based on
class certification for the purposes of a class action suit,
the appellant shall state with specificity the alleged error
of law or abuse of discretion committed by the Board of
Assessment Appeals.

4. Photocopy of the decision or the Board, if any.

(c) Discovery Procedures:

1. The appellant shall provide the Board and the other
parties entitled to notice of the appeal with a copy of
appellant’s appraisal within sixty (60) days of filing the
appeal. The other parties shall then have ninety (90) days
from the receipt of the appellant’s appraisal to provide
the appellant with a counter-appraisal. Any party may
designate an appraisal submitted to the Board as its
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appraisal for the purposes of appeal. Appraisals must
certify that the appraiser’s fee is not contingent upon the
results of the appeal.

2. Any party who fails to provide an appraisal within
the time frame provided by this rule or by leave of court
or within such time as may be agreed to by the parties
will not be allowed to present evidence of valuation at
trial. This rule shall not preclude the Board for present-
ing County records in support of its valuation. Such
records shall be admissible in evidence as official records
in accordance with the requirements of the Judicial Code,
42 Pa.C.S.A. § 6103. Further, this rule shall not preclude
a homeowner from presenting his own opinion as to his
property’s value.

3. The names of all witnesses to be called at trial by
any party, other than rebuttal witnesses later determined,
shall be provided to all other parties within one hundred
fifty (150) days of the appeal date.

4. Additional discovery shall be by leave of court only.

5. The matter shall be scheduled for trial before the
assigned judge after the lapse of one hundred fifty (150)
days from the appeal date. Any party may request an
administrative conference at any time up to one hundred
twenty (120) days after the appeal date.

6. Masters may be appointed in cases involving a
voluminous record or particularly complex issues.

7. Time periods may be extended for cause shown.

(d) Class Action Appeal:

In all cases involving an appeal from class action
certification, a full record shall be made before the Board
of Assessment Appeals.

(e) Discontinuance:
The party filing the appeal may discontinue the appeal

prior to the time set for the first exchange of appraisals.
Thereafter, the appeal may be discontinued only with the
agreement of all parties, or by leave of court.

(f) Tax Exemption Cases:
1. All appeals to court from a determination of the

Board of Tax Assessment Appeals involving a claimed
exemption from real estate tax shall be accompanied by
the full and complete transcript of the hearing before the
Board, together with all documentary evidence entered as
part of that record and the Board’s Findings of Fact and
Conclusions of Law in support of its decision.

2. In any appeal to the Board or to Court involving a
claimed exemption from real estate taxation, the property
owner claiming tax exemption shall be subject to such
relevant discovery by written interrogatories, deposition
and production of documentary evidence as reasonably
bears on the property owner’s claim of tax exemption.
Discovery shall be requested and completed within one
hundred twenty (120) days from the requesting party’s
receipt of notice of the initial application to the Board.
Except in cases where such discovery request has not
been complied with prior to the Board’s hearing, no
additional discovery shall be permitted on appeal to Court
from the Board’s decision, except by leave of court.

Comment
This rule specifically does not require simultaneous

exchange of information; instead the entity filing an
appeal should bear the initial expense and burden of
producing an appraisal. This rule should then conserve
resources by giving the respondent the opportunity to
accept the appellant’s appraisal as satisfactory before
ordering his or its own appraisal.

[Pa.B. Doc. No. 13-2311. Filed for public inspection December 13, 2013, 9:00 a.m.]
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