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OVERALL BUSINESS FLOW OF CASES







Overall Case Flow

Cases Institute in Urgent Cell

Ordimary urgent case/CM

ﬁ Case Nature j

Concerned Branch
RC L

Concerned Branch Hon'ble Court - — — — — — — — |
|
l |
|
|
|
Maotion Fixation Concernad Branch :
|
|
|
Concerned

———————— »  Hon'ble Court Completion Clerk! Mext Court Peshi
: Coordinator |
| |
| |
| |
| |
| Concerned Branch Decided Pending !
| Completion Clerkf Case Mature I
| Coordinator I
MNext Court Peshi |
1 |
|
: RKJs CRC/ADRR |
| |
| Pending Decided |
| Case Mature |
| |
| |
| I

I_ _

Stay in Branch RKJs

ADRR: Assistant to Deputy Registrar Reader
CRC: Cause Registration Clerk/ Coordinator
RC: Record Custodian

RKI: Record Keeper Judicial






URGENT CELL’S BUSINESS FLOW







Urgent Cell Business Flow

Yes
Start —— Litigant Submits Case S Check Yes e Mo RE:SE,'ETE:D
> fart E— R —_—
= i Objection Objection urm
Lawyer?
Ticket/ Stamp/ Delisting,
Biometric, Face Scanning lNC' o
(UnderProcess) Yo
Diary Objection List print
& 5MS5 to Lawyer
Institution After 07 d_aysﬁx in
motion
i Supplementary
Cause List
Automarking 'L

vL End

Urgent Cause List

v

Upload on Web
& 5MS

'

Hon'ble Court

|

End

Scrutiny-1: Check/scrutinize physical examination/ inspection of the maintainability of the case, documentation required to be attached
Scrutiny-1l (Domain to Diary): Checks reference cases (One Plus, Zubair's Case, Review Cases, Contempt, Second round of litigation, etc.)
Diary: Enter basic data of the case in CFMS like party names, lawyers, case category, etc.

Auto-marking: One-click auto-marking is available in CFMS, which is executed at a specific time.

Urgent Cause List: After auto-marking of the case urgent cause list is published and printed by the concerned official.

Upload on Web: Urgent cause list is uploaded on the website of LHC by the concerned official.

SMS: SMS are generated and delivered to lawyers automatically.

Lawyers Facilitation Desk: Other responsibilities handled by the Urgent Cell for effective operation of legal processes includes:Providing facilities
for the entry of lawyers' names into the Case Flow Management System (CFMS).

. Facilitating the correction and updating of lawyers' information.

- Issuing case lists for enrclment in the Hon'ble Supreme Court of Pakistan.

- Registering mobile phone numbers to ensure timely notifications are received.
- Delisting e-stamp papers as reguired.

- Werifying bail bonds to uphold procedural integrity.
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Urgent Cell Hierarchy
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Urgent Cell Business Flow
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DRR Branch / Sections







DRR Branch/ Section Business Flow of Cases

Cases Institute in Urgent Cell

|

Ordinary Case Nature Urgent cass/cM
Mation/ Ordinary > <
Branch/ADRR Hon'ble Court
(Civil, Criminal, Writ)
REJ - Decided DRR
{0, 1, 1y N (Civil, Criminal, Writ)
Court Peshi i Court Peshi
Case Nature
Mon Admit Admit
DRR CRC
{Civil, Criminal, Writ
> Record Room) l
. _ pending Concerned CC
ADRR: Assistant Reader to Deputy Registrar [Civil, Criminal, Writ)
CRC: Cause Registration Clerk/ Coordinator
DRR: Reader to Deputy Registrar |
RKJ: Record Keeper Judicial Decided
¥
Pakka Record Room ( TIKJIII;
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CRC Branch/ Sections







CRC Branch/ Section Business Flow of Cases

DRR

Record

(Ciwvil, Criminal, Writ) (Ciwvil, Crimninal, Writ)

A

CRC

[Civil, Crirninal, Writ)

Motion/ Motice Stage

!

Fixation
[Fix Bty Coasrt | Date: by Office | Dircctian by Court)

|

DRR (Motion)/ CC (Notice)
(Civil, Criminal, Writ)

Compliance of Hon'ble Court Order

l

Jis
(Civil, Criminal, Writ)

Dispatch Branch

A

[dispatch letters, notices, records,
etc)

CC: Completion Clerk/ Coordinator

CRC: Cause Registration Clerk! Coordinator
DRR: Reader to Deputy Registrar

J5: Judicial Issue Section
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CRC (Criminal)

No.1
"Daak" (Judical cases)
concerning fixation are
recieved from KPC, CCs and

/ record rooms

No. 7
Cases for nomination, PUCs for
early hearing, are dealt by the No. 2
dealing assistant/CRCs who After examining the orders of
prepares notings for Hon'ble Courts, the concerned
nomination and early hearing CRC:s fix the cases through
that are put up to the learned DEOs

DG (J&CM)/ AR J for further
necessary orders.

No. 3
No. 6 N .
. - After fixation of ordinary, pre-
After crucial formalities, cases .. .
. admission and admitted cases,
are entered into the relevant .
registers for its delivery to the = B0 e ek s e
g very concerned, CCs, FOW, NW and
office of deputy registrar (Case

. . record rooms after proof
Fixture) for necessary action. .
reading

No. 5 No. 4
After preparation of office After compliance of orders
notes regarding nominations, passed by the Hon'ble court,
early hearing or any other cases are entered in the
noting, files/cases are placed movement registers and given
before Assistant Registrars for <— to the concerned FOW, CCs,
further necessary action. RCs and NWs.
KPC: Kacha Peshi Clerk/ Coordinator FOW: Formal Order Writer
CC: Completion Clerk/ Coordinator RC: Record Custodian
CRC: Cause Registration Clerk/ Coordinator NW: Notice Writer

DEO: Data Entry Operator
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CRC (Writ
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7

No. 7
Cases for nomination, PUCs for
early hearing, are dealt by the
dealing assistant/CRCs who
prepares notings for nomination
and early hearing that are put up to
the learned DG (J&CM) AR for
further necessary orders.

No. 6
After crucial formalities, cases
are entered into the relevant
registers for its delivery to the
office of deputy registrar (Case
Fixture) for necessary action.

CRC (Civil

No.1
"Daak" (Judical cases)
concerning fixation are
recieved from DDR, CCs and
record rooms

™~

No. 2
After examining the orders of
Hon'ble Courts, the
concerned CRCs fix the cases
through DEOs

No. 3
After fixation of ordinary, pre-
admission and admitted cases,
files are sent back to the
concerned DRR, CCs and record
rooms after proof reading.

No. 5
After preparation of office notes
regarding nominations, early hearing
or any other noting, files/cases are
placed before Assistant Registrars for
further necessary action.

CC: Completion Clerk/ Coordinator

No. 4
After compliance of orders passed by
the Hon'ble court, cases are entered
in the movement registers and given
to the concerned DRRs, CCs, RCs and
NWs

CRC: Cause Registration Clerk/ Coordinator

DEO: Data Entry Operator

DRR: Reader to Deputy Registrar

NW: Notice Writer
RC: Record Custodian
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Writ Branch







Case Flow Chart Writ-1 & 11
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Case Flow Chart of Seat ICDB Writ — | Branch
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JIS Section of Writ Branch

— MC JIS

l

Photocopy
Machine Operator

l

Typist

l

Examiner

—» Dispatch Branch

«—
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Writ 1 & Il (CCDB 1,11 & CC-ICA-CO-R. P & CM (EOB))
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Case Flow Chart of Seat IC - Il & IC — Il of Writ Branch
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Case Flow Chart at RC/ Record Custodian
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Copy Branch







(MC Allotment)

MC Copy Supply Section
receive Judicial files
against relevant CP forms
and allot files (Pending and
decided cases).

(Form Movement Counter)
Dealing assistant (Form)
enter movement of CP
forms in computer and
forward/distribute CP
form to concerned
branches.

(Counter 1 & 2)
Dealing assistant enter the
Particulars/credentials in
Copy Software. Hand over
the form to dealing
assistant (Form) for
distribution to concerned
branches.

*

Submission of Copy
Petition Form by
lawyers/litigants and get
receipt.

START

(Photocopy Section)
Photostat Operator
prepare required copies
and hand over to typist to
arrange them in order.

END -«

(Typing Section)
Typist arrange the
documents of prepared
copies and forward to the
Examining Section.

(Certified Copy Delivery

Counters)
Prepared Copies are

issued/delivered to the
litigants/Lawyers against

their receipts.

(Examining Section)
Prepared Copies are
examined by the Examiner
and forward the same to
Stamping Section.

(Stamping Section)
Prepared Copies are
stamped and forward to
Costing Section.

(Costing Section)
Costing Section
evaluate/estimate the cost
and fill the same in
Prepared Copy.

(D.A. Software)
Receives Prepared Copies
and enters Cost with
“Ready Date” in Copy
Software.

(Arranging Section)
Prepared Copies are
arranged in order to
deliver the same to issue
Counter.






Commercial & Taxation Branch/ Section







Commercial & Tax Branch/ Section Business Flow of Pending &
Decided Cases

Cases from the Hon'ble Court
{Tax, Cooperative, Company, Custom)

Received and File Indexed by Concerned
Completion Clerk (CC)

Decided Pending Decided Pending

lﬁ Maotice/ Pakka Fl F Motion Stage ﬁ

Photocopier
(for copy petition, if
directed/requested)

l l !

CE?'T;:;?EIC;T Fg o) Back to Concerned RKls Back to Concerned
? - Completion Clerk {CC) Completion Clerk {CC)
for record consignment

JCB Secticn CRC=
[Copy Branch) (for fixation)

CRCs
(for fixation)

Photocopier Photocopier
_________ (for copy petition, if teeee----- (for copy petition, if
directed/requested) directed/requested)

»
e

CC: Completion Clerk/ Coordinator

CRC: Cause Registration Clerk/ Coordinator
JCB: Judicial Copy Branch

RKJ: Record Keeper Judicial
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Flow of Cases Decided at Motion Stage in Commercial & Taxation

Branch/ Section

END of Loop

Judicial Record
Keeping (RKIJs)

4
Concerned
Seat/Completion
Clerks

CRC: Cause Registration Clerk/ Coordinator

1
Cases from The
Hon'ble Courts

2
Concerned
Seat/Completion
Clerks

3
Photocopier for
issuance of orders
if directed and for
copy petition
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Flow of Cases Pending at Motion Stage in Commercial & Taxation
Branch

1
Cases form The
Hon'ble Courts

6 2
Concerned Concerned
Seat/Completion Seat/Completion
Clerks Clerks
? 3
Photocopier CRCs

(for copy

petitoins) (For Fixation)

4
Concerned
Seat/Completion
Clerks

CRC: Cause Registration Clerk/ Coordinator
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Flow of Decided (Notice/Pakka) Cases in Commercial & Taxation

1
Cases from The
Hon'ble Courts

End of Loop 2
Judicial Record Concerned
Keeping Seat/Completion
RKJs Clerks
4 3
Concerned Judicial Copy
Seat/Completion Branch (JCB)
Clerks Section
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Flow of Pending (Notice/Pakka) Cases in Commercial & Taxation

6
Concerned
Seat/Completion
Clerks
(For Peshi
preparation)

5
Photocopier (For
Copy Petitions)

1
Cases from The
Hon'ble Courts

2
Concerned
Seat/Completion
Clerks

3
CRCs (For
Fixation)

4

CCs (Compliance
from all aspects)

CC: Completion Clerk/ Coordinator
CRC: Cause Registration Clerk/ Coordinator
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CRIMINAL - | BRANCH







Criminal - | Branch Business Flow of Pending & Decided Cases

Cases from Hon'ble Courts

l

Decided i
Case Nature Pending

Motion + Motice (Fresh Cases)

ﬁ Case Mature ~ —Mofion Naotice Case Nature ——«‘
Kacha Peshi KPe
Record Custodian Clerk (KP(_:? Record Custodian Kacha Pashi Clerk
(RC)I (Appeal, Revision, RO) I Cl
PSLA, etc.) (Appeal, Revision,

PSLA, efc.)

) | v

Mation Cases

Formal Order i
Writer B - Notice G222 Gase Nature
EOW Judicial Issue CRC
Lol Section Fixation Branch
l IS)
'L ADDR for
Judicial Copy Fixation Branch
It
Branch Dirzc:tians
(JCB) i
l Dispatch Branch
(dispatch letters, RC
h Concerned :
notu:m;,t records, rmpte Notice Writer (NVY) for peshi to
Dispatch Branch etc.) Copndinlom (CC) Hon'ble Court
(dispatch letters, for Compliance
notices, records, l
eic.)
Dispatch Branch
l (dispatch letters,
Miscellaneous Record Custodian notloez.t ée){:ords,
Miscellaneous Coordinator (MC) RC-l {Revisions) ;
Coordinator (MC) l l
'l' Return to Hon'ole Miscellaneous
Concermned Court ~—— Coordinator (MC)
Completion Index Coordinator

Coordinators (CC)
for Compliance

for File Indexing

A J
v
ADRR: Assistant Reader to Deputy Registrar
Record Keeper X i
Judicial CC: Completion Clerk/ Coordinator

e Gl CRC: Cause Registration Clerk/ Coordinator

JCB: Judicial Copy

Branch

RKJ: Record Keeper Judicial
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Flow of Pending (Notice/Pakka) Cases in Criminal — | Branch

1
Cases from The
Hon'ble Courts

8
RC-I (Revisions) &
RC-II (Appeals,
PSLA, MRs, CSRs)
(for peshi to the
Hon'ble Courts)

7
Concerned CCs
(For Compliance)

6
MC-II
(Criminal-I)

5
Dispatch Branch

RC: Record Custodian

CC: Completion Clerk/ Coordinator

CRC: Cause Registration Clerk/ Coordinator
MC: Miscellaneous Clerk/ Coordinator
NW: Notice Writer

RKJ: Record Keeper Judicial

2
RC-I
3
CRCL, 11 & 111
4
CCs & NWs
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Flow of Cases Pending at Motion Stage in Criminal - | Branch

1
Cases from The
Hon'ble Courts

4

RC- Il 2 i
(for Peshi to The I(<I<Paccl§§7 Iacgc(i)c;rrzpclI'jsnecse)3
Hon'ble Courts)

3
ADRR/ Fixation

ADRR: Assistant Reader to Deputy Registrar
CC: Completion Clerk/ Coordinator

CRC: Cause Registration Clerk/ Coordinator
RC: Record Custodian

KPC: Kacha Peshi Clerk/ Coordinator
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Flow of Decided (Notice/Pakka) Cases in Criminal - | Branch

1
Cases from
The Hon'ble
Courts
END of Loop 2
RKJs RC-I, I
/ 3
Concerned FOW
CCs (Decided)
6
4
MC-II _
(Criminal-I) JCB Section
5
Dispatch
Branch

CC: Completion Clerk/ Coordinator
FOW: Formal Order Writer

JCB: Judicial Copy Branch

RKJ: Record Keeper Judicial

RC: Record Custodian

MC: Miscellaneous Clerk/ Coordinator
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Flow of Cases Decided at Motion Stage in Criminal - | Branch

1
Cases from The
Hon'ble Courts

2
End of Loop KPC Seat
RKJs (Kacha/Motion
Cases)
7 3
KPC/Index FOW (Decided
Coordinator Cases)
6
MC-II 4
JIS
(Criminal-I)
5
Dispatch Branch
Under the
supervision of
DR (Copy)

FOW: Formal Order Writer

JIS: Judicial Issue Section

RKJ: Record Keeper Judicial

RC: Record Custodian

MC: Miscellaneous Clerk/ Coordinator
KPC: Kacha Peshi Clerk/ Coordinator
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CRIMINAL - Il BRANCH







CRIMINAL - Il BRANCH Business Flow of Pending & Decided Cases

Decided
Metice Case Mature ~ Metien
Record Custodian Kacha Peshi
(RC) | Clerk (KPC)
Formal Order
Writer
(F.OW) Judicial Issue
Section
l WIs)
Judicial Copy
Branch
{JCB)

|

Dispatch Branch

(dispatch letters,

notices, records,
efc)

|

Miscellaneous
Coordinator (MC)

!

Index Coordinator
for File Indexing

L

Dispatch Branch

(dispatch letters,

notices, records,
etc.)

i

Miscellaneous
Coordinator (MC)

Index Coordinator
for File Indexing

)

v

Record Keeper
Judicial
REJ L 1L 10

Cases from Hon'ble Couris

!

Pending
Case Mature

Notice Case Mature

KFC
Kacha Peshi Clerk

|

Case Registration
Clerk (CRC)
Fixation Branch

i
r Directions T

Concerned
Completion Motice Writer (M)
Coordinators (CC)
for Compliance l
l Dispatch Branch
i (dispatch letters,
Record Custodian notices, records,
RCA etc.)

Return to Hon'ble l

Court _
Miscellaneous

—— Coordinator (MC)

Motion

KFC
Kacha Peshi Clerk

|

ADRR
for Fixation

|

KPC
for Compliance

v

Judicial 1ssue
Section
(JIS)

'

Dispatch Branch

(dispatch letters,

notices, records,
eic.)

i

Miscellaneous
Coordinator (MC)

|

KFC
Send Peshi to
Hon'ble Court
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Criminal Branch-Il Flow of Pending Cases Notice/Pakka Cases

1
Hon'ble Courts
(Notice Cases)

8
RC-(Sends
Peshi)
7
Concerned C.Cs

6

M.C.

5
Dispatch Branch
(Under
supervision of
DR Copy)

KPC: Kacha Peshi Clerk/ Coordinator

CC: Completion Clerk/ Coordinator

CRC: Cause Registration Clerk/ Coordinator
RC: Record Custodian

NW: Notice Writer

2
RC-Seat
3
CRC-Section
(Under A/R
Fixture)
4

1. Notice Writer
2. Concerned
C.Cs.

56



Criminal Branch-Il Loop of Pending Cases at Motion Stage

1
Hon'ble Courts

8

2
KPC
(Sends Peshi) KPC-Seat
7 3
ADRR-For
Me Fixation
6

Dispatch a
Branch (Under KPC (For
Supervision of Compliance)

DR-Copy)

5
Judicial Issue
Branch
(JIS)

ADRR: Assistant Reader to Deputy Registrar
MC: Miscellaneous Clerk/ Coordinator
KPC: Kacha Peshi Clerk/ Coordinator
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Criminal Branch-II Flow of Decided Cases Notice/Pakka Cases

1
Hon'ble Courts
8
(End of Loop)
RKJ-Branch 2
Under RC
supervision of
DR (Copy)
7
3
Index
FOW
Coordinator
4
JCB Branch
2 Under
M.C. ..
supervision of
- DR (Copy)
Dispatch

Branch Under

) supervision of
RC: Record Custodian DR (Copy)

FOW: Formal Order Writer

JCB: Judicial Copy Branch

MC: Miscellaneous Clerk/ Coordinator
RKJ: Record Keeper Judicial
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Criminal Branch-Il Flow of Decided Cases at Motion Stage

7
(End of Loop)
RKJ-Branch
Under
supervision of
DR (Copy)

6
Index
Coordinator

M.C.

KPC: Kacha Peshi Clerk/ Coordinator
JIS: Judicial Issue Section

MC: Miscellaneous Clerk/ Coordinator
RKJ: Record Keeper Judicial

1
Hon'ble Courts
(Motion Cases)

2
KPC-Seat

4
Dispatch Branch
Under
supervision of
DR (Copy)

JIS
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CIVIL -1 & Il BRANCH







Flow of Motion (Fresh Institution) Cases in DRR Civil Branch

1
Cases from the
Hon'ble Courts

to DRR Civil
9 Section )
End of Loop Concerened
RKls Seat IC-IV
8
) 3
Indexing to CRC
Dispose off CRC to IC-IV
Cases
7 vl
Disposed off -
Civil -Il
seat to JIS,
. ADRR
disposed off Disoosed off
seat to JCB P
Seat
5
ADRR to Record
6 ADRR to Notice
RC of Motion Writer
cases sent Peshi ADRR to Issue
to Hon'ble Court Copy Petition
IC-IV to Dispose
off Seat

ADRR: Assistant Reader to Deputy Registrar
CC: Completion Clerk/ Coordinator

CRC: Cause Registration Clerk/ Coordinator
IC: Institution Clerk/ Coordinator

JCB: Judicial Copy Branch

JIS: Judicial Issue Section

RKJ: Record Keeper Judicial

RC: Record Custodian
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DRR Civil Section Fresh Institution Flow of Cases Admit, Notice, Stay

8

RC sent cases to
Hon'ble Courts
for regular
hearing

7
After taking
required action
and preparation
of Completion
Certificate cases
sent to RC.

6
Notice Writer and
Letters etc.

CC: Completion Clerk/ Coordinator
CRC: Cause Registration Clerk/ Coordinator
IC: Institution Clerk/ Coordinator

JIS: Judicial Issue Section
RKJ: Record Keeper Judicial
RC: Record Custodian

& Record

1
Cases from The

Hon'ble Courts or
DRR Civil Section

5

JIS section,
issuance of stay
orders and for
copy petitions

2
Concerned Seat/
IC-IV
3
CRC/CRC to IC-IV
4
Civil 1&I1

Concerned Seat
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Civil 1&11 Flow of Cases Admit, Notice, Stay & Record/ Pakka Cases

Cases from the Hon'ble Court to RC

|

i Fending Cases
Decided Cases Cases deal q

CRC Section

Concerned Seat/
Completion Clerk

l

JCB for issuance of orders/
Judgements or Degree
Writer for prepartion od

Degree Sheets

i

Indexing

l

RE.s

CRC: Cause Registration Clerk/ Coordinator
JCB: Judicial Copy Branch

RC: Record Custodian

RKJ: Record Keeper Judicial

Concerned
SeatfCompletion
Clerks

l

Issuance of Stay
Matters/ Motices/
Letters etc.

l

Record Custodian
{(RC) Ciwil - 1 &1l

l

For Service
Certificate

l

RC for Peshi

!

Sent to Hon'ble Court
for Hearing






ELECTION TRIBUNAL







Filing of Election
Appeals/Petitions

Issuance of Notices
to the Parties/
Proclamations

Disposal of Cases by
the Tribunal

Election Tribunal

Scrutiny

Fixation before the
Hon'ble Tribunal

Issuance of copies to
the Parties through
Copy Branch

Verification by the
Registrar Election
Tribunal

Allotment of
Diary/Case Number
through Urgent Cell

Appeals consigned
to Record/Petitions
Trainsmitted to
Election Commission

69



Filing of Service
Appeal Filed by
Judicial Officers

Issuance of copies to
the Parties through
Copy Branch

Appeals consigned to
the Record

Punjab Subordinate Judiciary Service Tribunal

Verification by the
Registrar Service
Tribunal

Disposal of Cases by
the Service Tribunal

Transmission of
Service Appeals to
August Supreme
Cout of Pakistan
when Required

Scrutiny

Issuance of Notices
to the Parties/
proclamations

Allotment of
Diary/Case Number
through Urgent Cell

Fixation before the
Hon'ble Service
Tribunal & Issuance
of Cause List
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Coordination with Allied Benches

Receiving of applications by
applicants/ Litigants in cases
related to benches

Putup before Authority for
taking necessary Orders

Issuance of Draft
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CASE COMPLETION BRANCH







Case Completion Business Flow of Cases

Received cases from branches, i.e.
Criminal, Writ, Civil & Commercial

v

Put up compliance reports in dispose-
off cases, placing before the Hon'ble
Court for perusal

Urgent Court Order Compliance/Convey
Special Direction of Hon'ble Court to
concerned quarter

Ensure requisition of Jail Reports from
concerned jail authorities

o Retumn to Concemned Branches, ie.
Criminal, Writ, Civil & Commercial
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RESEARCH & MONITORING BRANCH







E-Court Scanning Cell Business Flow of Cases

Opening Case File—detach tags, flags, pins
for smooth scanning.
{Senior Office Coordinator)

Scanning Case File—scan case file & LCRs
(Data Entry Operator)

Bookmarking Scanned Case File -
bookmark soft copy of case file
(Data Entry Operator)

Verifying Scanning /Bookmarking — check
page alignment and positioning & verify
bookmark
(Data Entry Operator)

Flagging Back/Closing Physical File &
Dispatch
(Senior Office Coordinator)
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CASE MANAGEMENT WING







Case Management Wing

Present data to
Hon'ble Authority in
the form of Book, for
fixation of cases by
the fixture wing.

Compile data
through databank
and analytical cell on
the basis of variable
and clusters

Supervise
coordination
between OSDs and
branch
officers/officials to
conduct successful
physical verification
of case files

choose /suggest a
category for physical
verification of cases

Design Performa
containing variable
to be captured from
physical files

Obtain list of
pending cases from
IT-Management for

specific category

Depute team of
0SDs/ concerned
officials for physical
verification
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%

%

IT Management

Deputy Registrar (IT Management)
The Deputy Registrar (IT Management) is responsible for supervising and overseeing the IT
Management Wing's (Judicial & Case Management) operations, ensuring smooth IT functions
within the Directorate.
Supervise the operations of the IT Management Wing to ensure the effective implementation of
IT services and systems.
Assist the Director General (J&CM) and Additional Registrar (Case Management) by coordinating
with LHC-IT and PITB regarding operations, troubleshooting, and optimization of the Case Flow
Management System (CFMS) and other IT matters related to the Judicial & Case Management
wing.
Maintain login activity reports to track and monitor the progress of case-related activities of the
case fixation task in the Urgent Cell.
Work closely with the Development Team Lead to define and align IT project goals and strategies
related to the Judicial & Case Management wing.
Coordinate with other branches within the Directorate to ensure smooth integration of IT systems
and processes.
Any other task entrusted by the Hon'ble Authority/Director General (J&CM), ensuring timely and

efficient execution.
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ii.

iii.

iv.

vi.

vii.

Urgent Case Management

Start

{

Request for urgent cases correction

\

Analyze the request and put up for
approval by the Authority

{

Action is taken against the plan devised

!

After approval, take necessary action for
the correction of cases

v

Return the file back to Urgent Cell

!

End

Activities List

Monitoring and providing support for the day-to-day operations of the Urgent and Urgent Today
Cause list regarding CFMS.

Providing support to Hon'ble Courts regarding Urgent and Urgent Today Cases for court
proceedings in CFMS.

Generating the Urgent Cause list, Fixation Summary Report daily.

Verifying Reference Cases (Zubair cases, 1+ n cases, Second Round, Review Petitions, Contempt
Petitions, and CMs) from CFMS for correct fixation.

Managing Specialties of Hon'ble Judges in CFMS as per Roster.

Highlighting issues/bugs in CFMS and coordinating with PITB for their resolution.

Any other task entrusted by the authority.
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District Judiciary Automation (CMS-DJ Development)

Hon'ble Authority desires,
File from Dept.,
Letter from District Judiciary

Requirement Analysis

Plan place before the Hon'ble Authority for
Approval

plan approved

In-house Ceviopment handled by
Development PITE

\ )
v ov

Deployment at PITE
Servers
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CMS-DJ Maintenance

Start

'

Request is received for
correction/maintenance task in CMS

v

Request is analysed and plan is
prepared to address the issue

|

Action is taken against the plan devised

+

Concerned user is intimate to verify the
issue resolved/ not resolved

— User Support Tasks

—

—

N

(o]

o O O

O

Correction of Data Entry Errors
=  Erroneous Disposal
= Incorrect Transfer
= Inaccurate Date Entry
Release Surety Bond
User profile update
Remand Reopen for Abolished Courts
Add Stage, Category, Subcategory, Police Station, etc.

Transfer Postin

o  with the order of the Lahore High Court
o Internal District Notification (e.g., Admin Trial Courts)
o Judge without Substitute
=  Case Transfer
= Court Abolish
= Disable User for Abolished Courts
o Judge transfer in Existing Court
=  Creation of new Courts
= Creation of a new User for newly created Courts
Reporting
o Monthly Backlog reporting for each Court

Semi-Annual Software Maintenance Activities
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Graphic Designing

—> Hon'ble Courts

—> Registrar Office

Directorate of Judicial & Case

Design Demand —> Management

(Brochures, Standees, Book Covers, Booklets,
Newsletters, Leaflets, Invitation Cards, —>
Certificates, Backdrops, Banners, Signages)

.‘—
designs after completion are shared with the

concerned Hon'ble Authority .y Directorate of District Judiciary

Lahore High Court Lahore
— Branches/ Wing/ Sections

Judicial Officers
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RECORD KEEPER JUDICIAL BRANCH







Business Flow for Record Keeper Judicial Branch

Start

i

Disposed off File

Return file to
concerned
Records Room

if required by
copy branch (for
copying), or by Hon'ble
Authority, or any other
Competent
Authority

 —
Maintain File Logs

received from the Concerned
Branches

l

Preserve Judicial
File in year-wise descending

e — order, ensure labeling,
restoration (if required).

l

Digitization & Preservation

l

Reporting, Audit periodically

l

End
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