Process for Special Election and Expedited Docket
Filer Responsibilities (New Case)

· Files new case by selecting “Speed” case type in eFlex. A Speed Election Form required for processing through the Speed Docket must be filed along with the complaint. 

· A filer electing the Speed docket, must choose a Speed case type; the claim value must be between $10,000 and $50,000. 

· Uploads in eFlex the new case.

· First PDF Document should contain the following: Complaint, Praecipe, Exhibits and Election Form for Speed Processing.

· Second PDF Document should contain the Summons for the defendant. If there is more than one defendant, a civil summons must be uploaded separately for each defendant. 

· Pays required filing fees through eFlex. 

· All Court of Common Pleas fees will be deducted through eFlex via court debit account or by the use of a credit card.

· Submits filing to the Court.

Court Clerk Responsibilities

· Reviews data and documents filed either through eFlex or manually.

· Accepts filing in eFlex or clocks in manually filed documents.

· Receipts monies owed to the Court through eFlex or, if processing the case manually, receipt the money through Contexte.

· Service Issuance – Responsibility for delivery of the summons packet to the Sheriff or to the Special Process Server is on the filer. The Court will sign and seal the summons and scan it back into the case management system. This will trigger a notification to the filer to print the document for delivery to the Sheriff or Special Process Server.
· If service has been issued to the Special Process Server, the filing of the service return is the responsibility of the filer, who must electronically file the document with the Court by using the e-filing system.
· If service has been issued through the Sheriff, the filing of the service return is filed manually with the Court. The Court will enter the service return in the case management system and scan in the document returned to the Court. This will trigger a notification to the filer to review the document entered by the Court.
Filer Responsibilities associated with the filing of the Answer

· Files the answer and entry of appearance through eFlex or manually files with the Court the documents in paper. Filer uploads Entry of Appearance and Answer as one document in eFlex. Please note: New document types have been added to indicate filing of answer to a Speed case.  
· Pays required fee for filing of document with the Court.
· All Court of Common Pleas fees will be deducted through eFlex via court debit account or by the use of a credit card.  
Court Clerk Responsibilities

· Reviews data and documents filed either through eFlex or manually .

· Accepts filing in eFlex or clocks in manually filed documents.

· Receipts monies owed to the Court through eFlex. No fee is assessed if documents are filed manually with the Court.

· Electronic notification is sent back to the filer once the filing is accepted.

· Clerk uses Judge Assignment capability in Contexte and invokes next available Judge to be assigned to the case.

· Clerk enters a new docket code 4SPJD (SPEED JUDGE ASSIGNED TO THE CASE) and adds the Judge’s name in the additional docket text field. 

Administrative Specialist (Judicial Secretary) Responsibilities

· Prints new report in Crystal Reports called “Cases Assigned to Speed Judge.” Reviews report daily to determine whether Judge has been assigned to a new Speed case. After reviewing the report, logs into the eFlex filer side using their Contexte log-on. Enters case number from report in case history which will update the case history in eFlex. 

· Schedules the case for the assigned Judge for a Pre-Trial Conference using Contexte.  Reviews the master calendar to determine when to schedule the case. 

· Prints the Pre-Trial notice after the event has been scheduled. 

· Prints the case management/pre trial work sheet for the case when notifying parties of next scheduled court date. This document along with the Pre-Trial Notice should be sent out to all parties after scheduling the Pre-Trial event. 

· Scans in all documents produced to appropriate docket code.

Filer Responsibilities for filing of the Answer and to request Speed Process
· Files with the Court Answer, Entry of Appearance and Speed Election Form as one document either through eFlex or manually files Answer and Speed Election Form with the Court. Filer selects correct document type.  
· Filer who is the defendant or defendant/attorney must indicate on the Special Election form that the claim value is  $10,000 or above..

· Pays required fee for filing of document with the Court through eFlex. If filed manually with the Court, no fee is assessed.

· All Court of Common Pleas fees will be deducted through eFlex via court debit account or by the use of a credit card.  
Court Clerk responsibilities
· Reviews data and documents filed either through eFlex or manually filed.

· Accepts filing in eFlex or clocks in manually filed documents.

· Receipts monies owed to the Court through eFlex.

· If filed manually, selects new Speed Answer docket code and appropriate motion docket code. Scans in documents to correct docket codes. 

· Electronic notification is sent back to the filer once the filing is accepted.

· Changes case type by using the form CDACASU to now reflect Speed Case or Speed JP Appeal. 

· Uses Judge Assignment capability in Contexte and invokes next available Judge to be assigned to the case. 

· Enters a new docket code 4SPJD (SPEED JUDGE ASSIGNED TO THE CASE) and adds the Judge’s name in the additional docket text field. 

Administrative Specialist (Judicial Secretary) Responsibilities
· Prints new report in Crystal Reports called “Cases Assigned to Speed Judge.” Reviews report daily to determine whether Judge has been assigned to a new speed case. After reviewing the report, logs into the eFlex filer side using their Contexte log-on. Enters case number from report in case history which will update the case history in eFlex. Advises the assigned Judge that a motion has been filed requesting entry through the Speed Process.

· Schedules the case for a Pre-Trial Conference for the assigned Judge using Contexte. Reviews the master calendar to determine when to schedule the case to an event that the Judge is handling. 
· Prints the Pre-Trial notice after the event has been scheduled. Prints the case management/pre trial worksheet for the case when notifying parties of next scheduled court date. Sends this document, along with the Pre-Trial Notice, to all parties after scheduling Pre-Trial event. 
· Scans in all documents to appropriate docket code.
Filer Responsibility for filing Motion to Reject Speed Process
     
     Any party who objects to proceeding under the Speed Process 


     may file a Motion To Reject Speed Process with the Court.
 

· Filer files with the Court answer, entry of appearance and Motion to Reject Speed Process.
· Motion to Reject Speed Process must indicate in the body of the Motion reasons why the party is requesting removal from this Process.
· The Motion will be scheduled at the convenience of the Court.
· If filing these documents through e-flex, the Motion must be uploaded as a separate document.

· If filing these documents manually with the Court, each document must be filed separately. 
· Pays required fee for filing of documents with the Court through eFlex. If filed manually, no fee is assessed.
· All Court of Common Pleas fees will be deducted through eFlex via court debit account or by the use of a credit card.  

Clerk Responsibilities

· Reviews data and documents filed either through eFlex or manually.

· Accepts filing in eFlex or clocks in manually filed documents

· Receipts monies owed to the Court through eFlex.

· If filed manually, clerk selects new docket code. 

· Electronic notification is sent back to the filer once the filing is accepted.

· Clerk uses Judge Assignment capability in Contexte and invokes next available Judge to be assigned to the case. 

·  Clerk then enters a new docket code 4SPJD (SPEED JUDGE ASSIGNED TO THE CASE) and adds the Judge’s name in the additional docket text field. 

Administrative Specialist (Judicial Secretary) Responsibilities
· Prints new report in Crystal called Cases Assigned to Speed Judge. Reviews report daily to determine whether Judge has been assigned to a new speed case. After reviewing the report, logs into the eFlex filer side usingContexte log-on. Enters case number from report in case history which will update the case history in eFlex. 

· Brings to the attention of the Speed assigned Judge that there is a Motion filed to Reject Speed Process
· Schedules the case for a Pre-Trial Conference using Contexte for the Judge. Reviews the master calendar to determine when to schedule the case to an event that the Judge is handling. Prints the Pre-Trial Notice after the event has been scheduled. Also, prints the case management/pre trial work sheet for the case when notifying parties of next scheduled court date. Sends this document, along with the Pre-Trial Notice, to all parties after scheduling Pre-Trial event. Scans in all documents to appropriate docket code.
· Depending on outcome by the Speed Judge, the motion filed can be either granted or denied. 
