
APPENDIX F – File Stamp Procedures


The purpose of a file stamp is to show the date a document is received and accepted in the clerk's office, in open court or in chambers.  It is vital that the correct filing date be stamped on all documents filed with the court.  Many judicial decisions depend upon the date a document was filed.


Unsigned documents requiring judge's or clerk's signature (e.g. proposed orders, writs of execution, etc.) are initially lodged rather than filed. 


As each document is filed with the court, it must be file stamped.  Some courts check to assure that the document complies with all applicable rules before stamping the document.  Other courts file stamp the document initially and review for applicable rules later.  See local practice.

I.
Applicable Court Rule on Format and Filing of Documents

The following is a summary of the applicable court rules.  Read these rules in their entirety.  The judge may relax these rules.  If you have any questions as to whether a document should be accepted for filing, ask your judge.


A.
Civil Rule 74(a) requires that all papers filed with the clerk be marked with the case number and the date of filing.


B.
Civil Rule 5(e) requires that documents be filed with the clerk of court at the court location where the case is filed unless otherwise directed by the court.


C.
Civil Rule 5(d)(2) requires that unless ordered by the court the following may not be filed: 



1. 
disclosures under Civil Rule 26(a); 



2. 
notices of taking depositions and transcripts of depositions; 



3. 
interrogatories and requests for admissions and answers thereto; 



4. 
requests for production and responses thereto; 



5. 
subpoenas, including subpoenas duces tecum; 



6. 
offers of judgment; 



7.
proof of service of any of the above



8. 
copies of correspondence between counsel;



9. 
exhibits


D.
Civil Rule 10 requires that pleadings filed with the court contain a caption which includes:



1.
The title of the court, e.g. district or superior.



2.
The judicial district in which the case is filed.  This is usually indicated in the case number.



3.
The title of the action, e.g. State of Alaska, plaintiff vs. Sammy Smith, defendant.



4.
The case number.  See Administrative Bulletin No. 7 on Case Numbering; and



5.
The title or name of the document, e.g. complaint, answer.


E.
Civil Rule 11 requires all documents filed with the court to be signed by the attorney or pro se party who is submitting the document.


F.
Civil Rule 76 details the format requirements for all filed documents.


G.
Criminal Rule 44(f) states that the format requirements of Civil Rule 76 apply in criminal cases.

II.
File Stamping a Document

The majority of documents will be filed in the clerk's office.  Occasionally documents may be filed in open court or in chambers.   


A.
If the stamp has an adjustable date, check to be sure the date is correct.


B.
Place stamp in upper right corner of document.  If necessary, handwrite date on stamp.


C.
Avoid placing stamp on top of other writing.


D.
If duplicate copies are submitted, file stamp copies and return to submitting party.


E.
If a document is filed in a location other than the clerk's office, note the location on the document.  See local practice.
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IN THE SUPERIOR COURT FOR THE STATE OF ALASKA

THIRD JUDICIAL DISTRICT AT ANCHORAGE

John Smith, )
)

Plaintiff, )

)

V. )

)

Jane Smith, )
)

Defendant. )

)

Case No. 3AN-92-380 CI

ORDER ON CONTEMPT

This matter having come before this court on 22™ day of September, 1992,
appearing with the Plaintiff, in person and through his attorney, and the defendant
through her attorney but not appearing personally, the court now makes the following
ruling:

1. Due to the defendant’s failure to appear at the contempt hearing
scheduled for September 22, 1992, at 8:30 a.m., the court hereby orders
that a bench warrant be issued for the arrest of the defendant for her
failure to appear.

2. The court hereby orders the Anchorage Child Custody Investigator's
Office to conduct a telephonic interview with the Plaintiff for the purpose of
a child custody investigation which has been previously ordered in this

case.
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III.
Lodging a Document

Lodging is the practice of acknowledging receipt of documents not ready for filing. Typical documents to be lodged are proposed orders and judgments, writs of execution, or pleadings requiring court approval prior to filing (such as amended answers and filings submitted untimely.


A.
Document Requiring a Judge's or Clerk's Signature. 



To lodge a document write the word "lodged", the date received, and your initials in the left margin.



Example:







After consideration by the judge or clerk:


Signed.  If a document is signed, do the following:

1.
Summons, Warrant, Order to Show Cause and Writ of Execution.  Do not file stamp these documents until they are returned after service.  Take necessary action to forward to police or process server for service.  See appropriate chapter for issuance of these types of documents.


2.
Order, Judgment, Decision, Findings and All Other Documents Not Covered By Paragraph a. Above.   Using the date the document is signed, file stamp the document.  Tie the document into the case file after distribution is complete.


Unsigned.  If a document is returned by the judge or clerk unsigned, do the following:


1.
If nothing is noted on the proposed order, do not file stamp it.  Clarify status with the judge or clerk and note status on the document.  For example:  "Not Used" or "Moot", etc.  Write date and your initials.


2.
If "Not Used" or "Moot" is noted on the document, tie in case file.  Do not file stamp.

NOTE:  Unsigned orders, judgments etc., must be kept in the case file because they may become part of the record on appeal.


B.
Documents Requiring Approval Prior to Filing.



An order of the court is needed before certain documents may be filed.  These include responses in motion practice that are untimely submitted or amended answers or complaints.  Usually these filings will be accompanied by a motion asking that the document be accepted for filing.  



1.
Order Granting.  If the judge issues an order granting the request: to accept the filing:




a.
File stamp document.




b.
Distribute order granting permission to file.



2.
Order Denying.  If the judge issues an order denying the request to accept the filing:




a.
Do not file stamp.




b. 
Tie document into file. See Administrative Bulletin 25 for case file organization.

IV.
Rejecting a Document

If a document does not comply with the rules set out in Section I above, do the following:


A.
Draw a line through the file stamp so the date of the file stamp is still legible.


B.
Write the words "Not Accepted for Filing," the date and your initials next to the file stamp.


C.
Send a memo or form (SC-35 and CIV-600 may be used) explaining the reason why the document is being rejected. 


D.
Return the original document to the submitting party.










FILED IN OPEN COURT





Date:		              





	IN-CHAMBERS





	Filed in the Trial Courts


	State of Alaska Third District


	at Anchorage





	OCT  1  1993





	Clerk of the Trial Courts


         By                             Deputy
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