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MEMORANDUM

TO: 14t Judicial Circuit Attorneys
FR: Christopher N. Patterson, Chief Judge

RE: Submission of Proposed Order to Judiciary

Florida Supreme Court Administrative Order AOSC 19-74 requires that all
circuits implement a judicial filing system through the use of each circuit’s
judicial viewer. The 14th Judicial Circuit must make this transition by January
31, 2021. This change will ONLY affect the manner that attorneys submit
proposed orders to judges in this circuit.

To facilitate a smooth transition the 14th Circuit Court Technology staff will
be available for zoom trainings on the following dates and time:

January 7, 2020 12:00 p.m. (CT)  https://zoom.us/j/3525396525

January 15, 2020 11:00 a.m. (CT) https://zoom.us/j/3525396525

January 22, 2020 12:00 p.m. (CT) https://zoom.us/j/3525396525

To date all orders must contain a cover letter in .pdf format and the
proposed order must be transmitted in Word format. This process will remain the
same after January 31, 2021. However, instead of the proposed order ending
with the words “done and ordered” the proposed order will need to be
submitted in DJCMA format. DJCMA format is a format that allows the
submitting party to indicate the location of the judge’s signature, the judge’s date,
the judicial assistants’ signature, the date the document is mailed and the
location of the service recipients.
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DJMCA FORMAT: DJMCA is how ICMS knows where to place signature and
signature dates. When submitting a proposed order in DJCMA Format, remember

the following:

a. You must use the codes as pairs (e.g., JJJJ & DDDD for Judge’s
signature). Below are the required pairs.

i.
ii.
iii.

iv.

DDDD = Judge Signature Date/ JJJJ = Judge Signature
MMMM = Mailing Date/ AAAA = Judicial Assistant Signature
RRRR = Reported and Recommended date /GGGG = GM or
JHO signature

CCCC = Service List

b. The codes must be all capital letters.
c. You must add all 4 letters for each field.
d. These codes should only be used once per line.

Note that two codes per line will not work.

In the pages that follow, please see the examples of the new required format
as compared with the prior requirements.

The Judges of this Circuit appreciate your usage of electronic platforms to
submit proposed orders. We will work with you as we make this change to ICMS

filings.
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PREVIOUS FORMAT:
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NEW FORMAT:

As you can see, the new format has a place holder for the date that the judge has
signed (DDDD), the place for the judge’s signature (JJJJ), and the place for the
recipients of the order (CCCC).

If you are submitting a report and recommendation, you can use the RRRR and
GGGG codes. If the judge to whom you are submitting the proposed order prefers
to have a certificate of service at the end of the order signed by his/her JA, you
can use the MMMM and AAAA codes.
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NEW FORMAT W/CERTIFICATE OF SERVICE:
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