
 Case Processing Basics 
 
 
 

All pleadings, motions, affidavits, memoranda, instructions, and other papers and documents presented for filing with the 
clerk or intended for use by the judge, must conform to the requirements in Civil Rule 76.   

 
  

 
As each document is filed with the court, it must be file stamped. 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.  The file stamp should 
be placed in the upper right hand corner of the pleading. 
 
Some courts check to ensure 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. 
 
Unsigned documents requiring a judge's or clerk's signature (e.g. proposed orders, proposed findings, etc.) are initially lodged 
rather than filed. A document is lodged by writing the word “lodged” and the date it was received by the court in the left margin of 
the first page of the document.  In some courts, clerks may be required to initial documents that are filed or lodged.   
 
See Appendix F for instructions on lodging and file stamping pleadings.   

 
 
 

All orders and judgments distributed to the parties (or their attorneys if they have them) by the court must include a certificate 
of distribution.  This shows the date the notice, order, or judgment was sent to the parties, to whom it was sent, and the name 
or the initials of the person who did the distribution.  Civil Rule 58.1(d), District Court Civil Rule 17(l), Civil Rule 73(d), and 
Criminal Rules 32.3(d), Criminal Rule 44(c).  
 
The date of distribution of an order or judgment begins the time in which a party may ask for review or may appeal the order 
or judgment. For example: The time for appealing most criminal judgments is 30 days from the date of distribution of the 
judgment. If a judgment is distributed on May 1, then an appeal can be filed anytime between May 1 and May 31. The 
certificate of distribution also allows the court to verify that copies of an order or judgment were distributed and to whom. 
 
Most form orders printed by the court contain a certificate of distribution section. All courts should have a stamp that can be 
used for orders and judgments that do not contain a pre-printed certificate of distribution section.  
 
See Appendix B for instructions on certifying distribution of court documents.  

  
 

Form of Papers 

File Stamp Procedures 

Certificate of Distribution Procedures 

http://www.courts.alaska.gov/civ2.htm#76
http://courtrecords.alaska.gov/clerksmanual/Appendices/APPENDIX_F_File_Stamp_Procedure.pdf
http://www.courts.alaska.gov/civ2.htm#58.1
http://www.courts.alaska.gov/dciv.htm#17
http://www.courts.alaska.gov/civ2.htm#73
http://www.courts.alaska.gov/crpro.htm#32.3
http://www.courts.alaska.gov/crpro.htm#44
http://courtrecords.alaska.gov/clerksmanual/Appendices/APPENDIX_B_Certificate_of_Distribution_Procedures.pdf
http://www.courtrecords.alaska.gov/clerksmanual/Trial_Court_Employee_Orientation_Program/24.Other_Powers.pdf
http://www.courtrecords.alaska.gov/clerksmanual/Trial_Court_Employee_Orientation_Program/26.CPB2.pdf

