State of New Jersey
Department of Labor & Workforce Development
Division of Workers’ Compensation

MEMORANDUM

December 21, 2015

To: e-Filing Attorneys, Judges and district office staff
From: COURTS on-line project team
Subject: COURTS on-line E-Orders Procedures

The Division is pleased to announce the most recent upgrade to our COURTS on-line system, E-orders.

E-orders will allow all e-filing attorneys, judicial and district office staff to create orders from within COURTS on-line.
E-orders will still need to be printed and signed by all parties, as with any other order, and cannot be submitted
electronically to the division.

If you have any questions or feedback regarding E-Orders, please feel free to contact us at (609) 292-2556 or you can
e-mail us at courts@dol.nj.gov.

Thank you for your continued support of this program.

COURTS on-line

E-Order Procedures

With this recent eOrders upgrade, all e-filing attorneys, judicial and district office staff will have a new Menu item
called E-Orders.

“SCOURTS onrline

= R

ome To COLRTS (n s

e Create New will allow you to create a brand new Order form for a case
e Draft Orders will allow you to search for a previously saved order. From here, you can open up the last saved
version and continue making modifications to the document.

There are 4 different types of Orders being offered at this time:
e Judgment/Order Approving Settlement
e Section 20 Dismissal
e Order for Dismissal (case dismissal)
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e General/Misc Order (can be used for any general order): User can select from a variety of standard General

Orders from a drop-down or select the Miscellaneous Order and then type in a customize name.

All the Orders will allow you to automatically attach certain standardized attachments when the document is printed:
e Order for Child Support

e Medicare Addendum
e (Case Exhibit List

The Orders will also have space for you to enter additional information (up to 3500 characters). This information, if
entered, will be printed in an Addendum page.

Keep in mind that the basic workflows for creating any of the above 4 Order types are essentially the same.

The following step-by-step example describes the Judgment/Order Approving Settlement flow. This particular case
selected has an active Lien and related cases.

A. HOW TO CREATE A NEW JUDGMENT/ORDER APPROVING SETTLEMENT:
1. Select Create New. Enter in the CP # of the case. Hit [Search|.

Create Settlement Forms

* Year: [2013 * case #: 28843 Clear

The next screen will allow you to select the Order type and the name of the respondent/carrier that will
appear in the Case Caption section of the form. The page will also alert you to the existence of a lien and
whether there are any existing saved documents for this case.

Case #: I013-28843
- Sattlamant Ordar

Continue | _cancel

Existing Draft Documents

[o———

T T

22I-IWE4T  0EEPH 00 £BEA-SOLA BNTERPRIGER

ASE PRODERTY B SABUALTY NS £8 DEDER APPRCVING SETTLEMERT

1ININS ATTYTMZ -1}

2. Select Judgment/Order Approving Settlement from the drop-down list of Order Types.

Create Settlement Forms

Case Title: DOE V§ COCA-COLA ENTERPRISES Case #: 2013-28843
* Settlement Order

|Judgmem;,’0rder Approving Sett\ementﬂ
Select
Judament/Order Approving Settlement

Section 20 Dismissal =
Order for Dismissal Cancel
General/Misc Order 4

3. Next, select the Respondent/Carrier combination from the drop-down.

a. Note —if you are a petitioner attorney or a Judge, all the respondent parties will appear in this

dropdown. If you are a respondent attorney, only the respondent-carrier you represent will appear
for selection.

Create Settlement Forms
Case Title: DOE VS COCA-COLA ENTERPRISES Case #: 2013-28843
= Settlement Order

|Judgment,’0rder Approving Settlementj

* Respondent

|Se\ect j
Select

COCA-COLA ENTERPRISES/SEDGWICK CMS/NO ATTORNEY =]
COCA-COLA ENTERPRISES/ACE PROPERTY & CASUALTY INS CO/CIPRIANI & WERNER
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4. For your convenience, a will be displayed whenever there is an active lien on the case. Clicking on the

button will display t
that implies there ig'no lien on the case:

lien details, in a pop-up window, as shown below. If there is no lien button displayed,

Py Pr—

2 barma v Swsinsg A e
— [ denm | 20> 204
ﬁ:"h PRIVATE PLan TOI Blue Croes Blue Shisld 03NS $3000.00 taat e ACTIVE
sees oma] 7
[Liecc) | vt | caoc
5. Click the |Continue| button at the bottom right hand corner to proceed after closing out the lien pop-up
window.
6. The next set of screens will be the data entry input screens. The flow for completing the form is broken down

in sections (each under its own tab).
a.

Please note that you can save the form and print it during any stage of completion. You can even

bypass data entry altogether and go to the Print tab to simply print an empty form with the just the

case caption pre-filled.

The data entry screens are laid out in a tabbed format, with each tab capturing certain information.

To Save the data that your entered, you need to simply hit the Save button at the bottom of each

page, or the next tab at the top.

7. The first Tab is the CAPTION tab. It displays the latest party information from the case.

Judgment/Order Approving Settlement

LT T Detads 1 Detals 2 Related Cases  Pont
Case Title: DOE ¥5 COCA-COLA ENTERPRISES

Pelitioner

First Name: poseen
Last Name: [poe—
Hedicare Eligible: I Yes F Mo

Address Linel: [BamamnsTREET
Address Linez: -
City: [renton
State: [newoerser =
Zip Code: [omszs [~

Country: [onmeD states ..
Date of Birth:

10/10/19681 @
Vs

Name: [COCA-COLA ENTERPRISES
Address Linel: [fosmouteas
Address Linez: ]
City: [NeeTuRe
State: [Newersey =
Zip Code: [or7sa [

Country: [onmED STaTEs .

Insurance Carrier

[ Sell Tnsured [ TRA
Name: ACE PROPERTY & CASUALT
Address Linel: PO BOX 6566
Address Line2: —
City: [SCRANTON
State: n
Zip Cade: 18505
Carrier Claim #:

Year - Case # ; 2013-28843

Attorney For Petitioner

Tax 10 Mumber [222092476
Company Hame: STARK & STARK
Address Linel: [eoatenoxorve
Address Linez: [posoxsas 0
City: [princeTon
State: (T
2ip Code: fossaz -
P Fhows Extension
Telephane Ho: [eos - 8969060

Appearing: |

Attorney For Respondent

Company Mame: CIPRIANI & WERNER

Address Linel: [155 GarverRDR
Address Line2: EE
City: [MOUNT LaUREL
State: T
Zip Code: [ososa -[
Ares Code Phana Lxtension
Telephane No: ess - 7610725 |

Appearing: |

Dismiss Party

W~ SEDGWICK CHE/NO ATTORREY
The: Carriver() selected above will be inactivated on the case al the time of case
closure.

Cancel Save and Caontinue

(with the following two exceptions)
e Petitioner Attorney Company Name

If any of the data needs to be changed/corrected, you can overwrite the information on the form

e Respondent Attorney Company Name

Please note that any changes to the Petitioner or Respondent information will be identified with a
yellow shading on the section header on the printed form. This will alert the judge that a change has
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been made (this shading will also prompt our clerical staff to make the necessary corrections to the
data in the system). See the example below:

Case Ne.:
ORDER 2014-3822

O suoement
E APPROVING SETTLEMENT

Vicinage:

2013-28843

TOMS RIVER

HANE EMELOVER IDN
2 | JOSEPH DOE 222092476
== £ | N
Z 2| acoress: z
= = - x5 STARK & STARK
E @| 33MaNSTREET 83 s
W | TRENTON, NJ 02625 s !
e 993 LENOX DRIVE
g § PO BOX 5315
DATE OF BIRTH E PRINCETON, NJ 08543
MEDICARE ELIGIBLE O ve: Ewne E g
101011981 £ [ TELEPHONE NUMBER[AREA CODE)
w
Vs o ( 609 ) B9E-8060 Ext
| ranE 1 APPEARING ATTORNEY.

b. Please note that if you selected the ORAS/Judgment or Section 20 forms, a section called “Other
Carrier/Attorney parties for the Respondent” will be displayed when there are multiple carriers for
this Respondent.

Other Carrier/Attorney parties for Respondent

Party

SIDGWICK CMEND ATTORNE

closure.

The Carrier(s) selected above will be inactivaled on the case al the time of case

Many times, these other carriers have been named on the case in error. We are giving you the
opportunity to request inactivation of these parties directly on the primary Order without the need
to submit additional Orders dismissing them from the case. Simply place a check next to the party
name if you want the party inactivated.

c. Hit |Save & Continue| at the bottom of the form when you are done reviewing and/or making changes

to the party information. You can also hit the next tab at the top of the form and that will
Save the data.

At this point you have a couple of options:
e You can leave the flow. The document will be saved to your Drafts List. You can return to it

at any point in the future.

e You can print the form in its latest saved state (hit the tab)

e ..or you can continue completing the rest of the form

8. If you choose to continue data entering the form, you will now be on the Details 1 tab
a. There are no required fields, but if you do enter in a date or a monetary amount, it must be in the
proper format.
b. Date of Accident will be pre-filled. If it is changed, the field will be shaded on the printed form.
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C.

Judgment/Order Approving Settlement

Caption [EETCRY Details 2 Related Cases  Print

Case Title: DOF VS COCA-COLA ENTERPRISES Yoar - Case # : 3013-28843
Date of Accident [10/05/2012 @ Describe(Briefly): [fell off the roof
Weekly Wages$ | 1000.00 Rate(s)=% | 700.00 f —

IF RE-OFENED PETITION, INDICATE FOR LAST AWARD:

Date: (-] Award : | Parmanent Paidis | Temparary Paid:$ |

THIS MATTER HAVING COME BEFORE THE COURT ON THIS [Sth oAy oF [February = (2015

ORDER FOR JUDGMENT
1t appearing that the Petitioner suffered a compensable injury on the above mentioned date while in the employ of the respondent; It is Ordered and Adjudged that Petitioner be awarded
campensation benefits, pavable as indicated on Detadl tab 2.

¥ ORDER APPROVING SETTLEMENT
The parties having settled the matter and a finding by the Court having been made that the terms of the settlement are fair and just; It is Ordered that this settlement be approved and the
petitioner be pakd as indicated
Bermane w1 DISABILITY (Deseribe Porcantages below follomed by the Nature and Extent of Injury and Members imoleed):

[s0-00 % of [pARTLTOTL =]

ctuze of the head and spinal column

Carcal Snve and Continus

Hit ‘Save & Continue‘ at the bototm of the page when you are done entering information on this tab.
You can also hit the next tab at the top of the form and that will Save the data.

At this point you have a couple of options:

e You can leave the flow. The document will be saved to your Drafts List. You can return to it

at any point in the future.
e You can print the form in its latest saved state (hit the tab)
e ..or you can continue completing the rest of the form

9. You will now be on the Details 2 tab

a.

b.

d.

e.

There are no required fields, but if you do enter in a monetary amount, it must be in proper

numerical format

You can ask the system to verify your math by hitting the ‘Check CaIcuIations‘ button. (can only be

used if all the fields are completed - weeks, rate & total due)

Text entered into the Addendum section will be automatically printed on a separate Addendum

page. This extra page will accommodate 3500 characters.

The Judge’s Name will default to the assigned judge, but you can select another name from the drop-

down.
The Allowances section will allow you to add rows as needed.

A lien indicator button will be displayed at the very bottom of the page on cases that have an active

Lien.
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Judgment/Order Approving Settlement
Caption Details 1 IS ETERY Related Cases Print

Case Title: DOE VS COCA-COLA ENTERPRISES Year-Case #: 2013-28843

DISABILITY AWARDED:

TEMPORARY: Weeks at § = 8 less § paid = Balance due $ Check Calculations

PERMANENT: Weeks at § = § less § paid = Balance due § Check Calculations

[~ Bonafide Voluntary Tender " Non Benafide Voluntary Tender - Reopener Credit [~ Section 40 [ Dtherl

MEDICAL BILLS (Doctors and/or Institutions) AND/OR MISCELLANEOUS INFORMATION:

Addendum (Any Information entered here will be printed on an additional page.)

Characters left: |250

JUDGE: | CHERKOS,RUSSELL =]

Allowances

MEDICAL FEE REIMBURSE TAXID TOTAL AMT. PAYABLEBY PAYABLE BY
Select or type name ALLOWED PETITIONER  RESPONDENT

| |Se\ect | I [ I I

— " fseee o T T T
|| S —

S=====t==
| —

INTERPRETER REIMBURSE TOTAL AMT.
Select or type name ALLOWED

| [Select =1

PAYABLE BY
PETITIONER

PAYABLE BY
RESPONDENT

ATTORNEY FEE REIMBURSE TOTAL AMT. PAYABLEBY PAYABLEBY
Select or type name Select or type name ALLOWED PETITIONER RESPONDENT

|STENOGRAPHY SERVICE REIMBURSE TOTAL AMT. |PAYABLE BY ‘PAVABLE BY

Select or type name ALLOWED PETITIONER RESPONDENT

[|smm Select |

REIMBURSE TOTAL AMT. PAYABLE BY PAYABLEBY
Select or type name ALLOWED PETITIONER  |RESPONDENT

— LLLL

Add Row
Cancel | Save and Continue I

g. Hit ‘Save & Continue‘ at the bottom of the form when you are done entering information on this tab.
You can also hit the next tab at the top of the form |Related Cases| and that will also Save the data.

At this point you have a couple of options:
e You can leave the flow. The document will be saved to your Drafts List. You can return to it
at any point in the future.
e You can continue to the final step where you can select other related cases (if you are
consolidating this decision). This “Related Cases” tab (as shown below) will only appear if
there is another related case in active status.
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Judgment/Order Approving Settlement
Caption Details 1 Detals 2 RICSTIC C-ISL‘Sm
Case [ithe: DUE ¥5 COCA-COLA ENTERPRISES

Year - Case # ; 2013-28843

Select related case(s) if this is a consclidated dedision.
Select Year-Cases Case Title Date of Accident
W 2014 -9822 DOE VS COCA-COLA ENTERPRISES 10/09/2013

e ..or you can print the form in its latest saved state (hit the tab)

10. PRINT: The last step in the process is printing the form. For all forms, we are giving you the option of

attaching the following standard attachments: Order for Child Support, Medicare Addendum, Case Exhibit
List

You can check or uncheck the selection boxes as appropriate. These standard attachments will come
prefilled with case/party information at the very top.

b. Hitthe button. This will display the document as a PDF. You can Print it or choose to
Save it to your local computer.

Judgment/Order Approving Settlement
Caption Details 1 Details 2 Related Cases 2114

Case Title: DOF VS COCA-COLA EFNTERPRISES

Year-Case #: 2013-28843
Selected documents will be p

inted with the standard Order.

[ Order for Child Support. " Medicare Addendum

W Case Exhibit List

Print Preview Cancel

B. HOW TO SEARCH FOR A PREVIOUSLY SAVED DRAFT ORDER:

1. From the Orders menu at the top, Select |Draft Orders|.

COURTS on-line %

o

2. The Filter Draft Orders screen comes up, as shown below:

a.

Filter Draft Orders
Year

Case #

Case Status Updated By
All = Select =l
From Dalte To Date Last Nama:
9 9 |C0ntains LJ |

You have a variety of different ways to refine your search. You can search for a specific document or
a group of documents. If you are an attorney, you can also search for all the documents last edited by
your or an individual in your firm. Note: If you are a judge, you will have access to just those
documents for cases that are assigned to you or that have been last updated by you.

If you want to see all of the documents, simply click on the [Full List
will be displayed below.

button and all saved documents
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Filter Draft Orders

Year Case # Case Status Updated By
Al - Select -]
From Date To Date Last Name

(2] @ |Contans =]
Search | Full List | _Clear |

My Draft Orders
_Check Al | uncheck Al |

©ne item found

[ Detete | cps: | stot | petitioner | Respondentame | insurancecarrier |  Doc | Casetvoe | liearinaDte | Lostupdi | Updiey |
r 2013-26643 OPEN DOE COCA-COLA ... ACE PROPER... ORDER JUDGEMENT cP 06/06/2014 11/04/2015 BERICH, WAT HI

Prink List: PLE

Delete |

c. From here, you can continue with editing the document by clicking on the hyperlinked GP#.
This will take you back into the data entry workflow.

d. Oryou can choose to print the document by clicking on the pdf icon under the Preview column.

e. Lastly, unwanted documents or documents that have already been printed and submitted should be
deleted. Simply select those documents by placing a check in the check box and then hitting the

button.

This is a sample printed Judgment/Order Approving Settlement form, with all the available attachments:

Caze o IFzEsl twtn ot herw Jawey CaseNo.: MirzEs
ORDER [ e Ay — ORDER fspnt
e e s | mPE— 3
O swoouest
[E] arProvinG sETTLEMENT — S e i e [E] aFPRoVING SETTLEMENT \enge: | TOMERNER
— — DILABILITY AWARDED
&, doeen oo Zamenas TEMFORARY: weeks at § =% less § pald = Balancs dua §
H ¢ [
§ 5 woomm 3 STaRK 8 STARK PERMANENT: 1000 weeksat § s =g loss § jpald = Balanca due §
[ — 53 o J—
&  TRewTON MBS e EREEE Moo Bonafide Volntary Fmapsnar Crear NALA 1680 other
E 35 | moecne [mpn O e O u| O
gy | oo
E— | = s
DATE o ENTH [ Ovws mwo EE NCETON, EDICAL EILLE (Dootors andicr ND/OR MI2 CELL ANEQUS INFORMATION.
0M0Mse % E [ Teicrnout rowersaeea coot |3 medical bils wil be paid F nct paid.
- [ T Sy,
.- APPLANMG ATTORKEY.
§ COCA-COLA ENTERFRISES.
ADORE S5 nAML L secrawsumes [JPA
[ e —
e, s ]
i - [E] oroen FoR craLp suproRT [ weoicane aopenoum aTracHED anoENDUM sTTACHED
3 FOBOK 5565 Taxm TOTAL AWT. | PAYABLE SY | PAYABLE 8
[ 2
[T W ECRANTON, PA 18505 ALLOWANCES ALLOWED PETIMIONER | RESPONDENT
CIPRIAN & WERNER H Mecloal Foo Allowed:jrepart andior seatimony]
e R o6 HOROWTZ s e
Es IBaATHIRIR = 12 MAN STREET, FREEACLD h ZaasETE e soapa s
By mmes
| el o
£ 8 [Fsrone vamenaneacor
BE| emimeears
= ATLANING ATTORMET:
2 SEDCWICK CME | NO ATTCRNEY
L e neeanca camen b6
ozt o cace, b e
Intarprter
[r— mem P I mm e s
IF RE GRENED PETITION, INDICATE FOR LAST AWARD: z =
Date: Award: Permanent Pald: § Temporary Pald: § SPARC ATARK
THI MATTER HAVING GOME BEFORE THE COURT ON THi3 o navor b s
[] ©ROER FOR JUDGMENT
— n
o Grasratan oo
ORDER APPROVING 3ETTLEMENT
The partec Juct
. o
PERMANENT DIBABILITY [Describe Percentages beiow followed by the naturs and Extent of Injury and Members iInvolved) : 0 iz oz Imerec, be that 22 It may, Saus e, Tiz Goun retain: junaction.
o o PARTL TOTL WE HERESY CONSENT TO THE ENTRY AND FORM OF THIZ CRDER THE COURT FINDE THIZ SETTLEMENT FAIR AND JUST.
RO ACKNOWLEDGE REGHPT oF 0P
 for fraciure of the head and spinal column
ETARK & STARK, Attcrney for Patitiones AUSEELL CHERKOS
IDGE OF COMPENAATION e
o
COMPATN L BE RAATEE A TAF W e DUBRE
CPRIANI 5 WERNER , Attomey for Rncpandent 3
ey Fage 2015
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Caeng:  DMRIEBI

Fprodylvmred " ORDER FOR DISTRIBUTION casenn s

essn
ADDENDUM TO ORDER [®%*= FOR CHILD SUPPORT
S e vonmge TomsmnER
zmace for adabiensl oraton. M charockers 3500
Patitionsr oeERH DoE COCACOLA ENTERPRISES.
Probation Cass £ Probation Divizlon (County)

1. The Division of Worker Compensation has matched daia received from the New Jersey Adminisiratve Office of the
‘Cours on child support judgment debiors agains! the Information the Division mainiains for ndviduals who have fled
workers' compensation caims, and the match has (dentified the petiionar 35 a child suppart judgment deblor;

2 TuL!I support arears owed by the pettiansr on all cases anforceabie through the state Probation Division ars

as Indicated In the records of
Division;

3. The net proceed of the wiihin award are more than 52,000.00, afler payment of altomey fees, winess fees, costs, fees.
payable to health care providers, rembursement o the emplayer, employers Nsurance carmer, Second Injury Fund of
1he State of New Jersey, Siate Division of Temporary Disablity Insurance and an approved Private Plan covered
unger the Tamporary Disaolity Benefits Law or cther relmbursament to an empiayer ar employers workers
compensation camer 3s provided I F.S. 34:15-40.

IT |5 ON THIS DAY OF

1. The patitioner shall pay 5, far Child Support through the
Provation Divisian. Tha employer or empayer's Insurance camer shal deduct sald payment from the petiioners net
proceeds.

2. This onder adjuacates Me MEDUESMEN? 0T NEt proceess of the WItNIN 3ward 36 It DeMMaINs 10 S3STACION Of Me aDove

referancad child support obilgation. All other provislons praviously entered In this or related matters shall remain in full
force and effect unbl further order of the court.

3. A copy of this order snail be served upan the Prabation Division Dy the respondert's
anomay WIIN 10 C3ys TOM Me execution of MiS oroer.

STARF & 5TARK, Aloma for Petticrer RUSSELL CHERNDE:
JUDGE OF COMPERSATION oare
PETmONER
CONPERSATION WILL BE MATAINED N FILE N THE CAASKON O
DR CEMPENEATION, PUNSUANT 7O L3S, 3618121 stams.
Fageiots Fageaors
s o MEDICARE CONDITIONAL Camein: R Cmeno: 3
s e esen S— CASE EXHIBIT LISTING
PAYMENT ADDENDUM o e
» - FoR: [ PETITONER RESPONDENT
wnsge:  TOMSRNER PE— ucnage TOMERAER
JUDGE: AUESELL CHERKOS
Patitionar: JoSEFH DOE COCA-COLA ENTERFRISES. PETITIONER: JOSEPH DOE RESPOMDENT- COCA-DOLA ENTERFRISES
PETITIONER ATTORNEY: STARK & STARK RESPONDENT ATTORNEY: CERIANI & WERHER.
Plaase select Settlement type:
Retainad
O JUDGMENT Hearing Date__|No. |ID_|EV. | Descripon [Coun [amy. Reparer
Petitioner |5 Medicare enifiled. The Center for Medicare Sendces (CMS) has been contacted for an femization of monies, I El I:l
any, CM3 pald for the compensaale conditon(s). A of iz date, the CMS condanal payment raview s panding.
All parties agrae hat ENOWA Mey nat De 3012 10 aMICaDlY FEIVE ha FespONEIDIy Tor RIMDWEAMENt 1 CMS, TS Court O|g
retang UNsdiction to delerming e 2xtant 1o Which e r2sponoant IS IIaDIe 1or DIYMant 10 CMS Tor medical reatment.
All parties recognize hat tis COU N3 NO JUNSAIZon 10 A2Iemine ME 1013l IMount JUe CMS. El EI
[ ORDER APPROVING SETTLEMEN O|a
PEIMIONEN |& Memcars entnied. The Canter for Madicars Sarvices (CMS) N3s Deen contacted 1or an Memzaton of moniee, Ir EI
any, GMS pa for the compensable condioniz). AS of his datz, the CMS conditianal payment raview & pending. O
Al parties agree that showid they not e able to amicably resalve the respenelbilty for relmoursement ta CMS, this Court O
retains jurisdiction to detarmine the extant to which the raspondent Is llable for payment to CMS for medical traatment.
Al parties recognize that this court has o urisdiction to determine the total amount due CMS. (|
Peiftioner undesstands that he/she may be held personaly laole o relmburse CMS for freatment paid for by Medicare but D D
Nesd Nt 1 b2 tNe 125ponsiniity of the RESOONGZN, POSEIDY DEYONM the setemant amaunt.
T — O|a
L o IS SRR A AN EDGE A Gy
STARK & STARK. Sllcemey for Petfianer [T — O|g
JUDGE OF COMPENSATION oar
CERAN) & WERNER, Atomey for Recpendant oo
I orRGIAL OF THIS OCUNENT, SIGMED EY THE ASDSE OF
Lex e
VR CONPEMEATIEN, PURSUART 10 HALA, 314121 st Ooig
PETIONER
Fogzsals FoozEofs
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