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Assignment Judges (Supplements and Modiﬁes in
Hon. Patrick DeAlmeida Part Directive #03-01)

From: Glenn A. Grant, J.A.

Subj: (A) Records Retention Schedules — Revised (Law Division — Criminal;

Financial Records; Superior Court Clerk’s Office; Jury Management)
(B) Judiciary Request and Authorization for Records Disposal Form — Revised

Date: March 7, 2017

A. Records Retention Schedules (Revised)

This Supplement to Directive #03-01 promulgates the following revisions to Judiciary
Records Retention Schedules as approved by the Supreme Court, to be effective immediately:
(1) Law Division — Criminal, Retention Schedule #18 (7 pages); (2) Financial Records,
Retention Schedule #11 (17 pages); (3) Superior Court Clerk’s Office, Retention Schedule #34
(6 pages); and (4) Jury Management, Retention Schedule #15 (4 pages).

Copies of all four revised retention schedules are attached. The revised schedules
supersede the corresponding sections in Directive #03-01 (Judiciary Records Management
Policy). The vicinages and the relevant central offices should proceed with implementation of
these retention schedules as expeditiously as practicable.

B. Records Disposal Form (Revised)

In addition, this Supplement to Directive #03-01 also promulgates a revision to the
Judiciary Request and Authorization for Records Disposal Form (1 page, copy attached) so as to
add the phrase “or Designee” in Item #12, Judiciary Authorization. This revision permits the
final authorization for Judiciary records disposal to be provided by the Superior Court Clerk or
the Clerk’s designee. The revised form supersedes the version contained in Directive #03-01
(Judiciary Records Management Policy) and should be used effective immediately.



Supplement to Directive #03-01
March 7, 2017

Questions or concerns regarding these revised retention schedules or about the records
retention process may be directed to Mary B. Patterson, Assistant Chief, Superior Court Clerk’s
Office, by e-mail at mary.patterson@njcourts.gov or by telephone at 609-815-2900 (ext. 52762).

G.AG

Attachments

cc: Chief Justice Stuart Rabner
Hon. Jack Sabatino
Steven D. Bonville, Chief of Staff
AOC Directors and Assistant Directors
Clerks of Court
Trial Court Administrators
Ann Marie Fleury, Special Assistant
Mary B. Patterson, Assistant Chief, SCCO
Jamar Purnsley, Assistant Chief, SCCO
Kathryn Shabel, Assistant Chief, SCCO
Irene Komandis, Ombudsman, SCCO
ATCAs/Operations Managers
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