	COURT OFFICE   SERVICES PROGRAM

Term
	



Example Sentence
	



Meaning / Explanation

	Filing
	I am filing the documents in the cabinet.
	Organizing documents in order.

	Archiving
	Old records are archived for future use.
	Storing old or unused documents safely.

	Document / Paperwork
	Please check all the documents before submitting.
	Official or personal papers.

	File
	This file contains the client’s contract.
	A collection of documents in a folder or digital record.

	Confidentiality
	The report is confidential and must not be shared.
	Keeping documents private and secure.

	Enforcement / Execution
	The court ordered the enforcement of the debt.
	Carrying out a court decision or debt collection.

	Bankruptcy
	The company declared bankruptcy last year.
	A situation when a person or company cannot pay debts.

	Debtor
	The debtor must pay the money to the creditor.
	A person or company that owes money.

	Creditor
	The creditor requested payment from the debtor.
	A person or company who is owed money.

	Seizure / Attachment
	The bank started the seizure of the debtor’s property.
	Taking a debtor’s property to pay a debt.

	Court Decision / Judgment
	The court decision was sent to the clerk.
	Official decision about a debt or case.

	Record Keeping
	Proper record keeping is important in every office.
	Systematically storing documents and information.

	Document Management
	Document management software helps organize files.
	Creating, storing, and tracking documents.

	Registry
	All company contracts are stored in the registry.
	Place where official records are kept.

	Transcript
	The clerk wrote the transcript of the meeting.
	Official written record of a meeting or hearing.

	Summons
	The court sent a summons to the defendant.
	Official paper calling someone to court.

	Contract
	The contract was signed by both parties.
	Legal agreement between two or more people.

	Form
	Please fill out this form with your details.
	A document to collect information.

	Signature
	The manager added his signature to the document.
	Writing a name to approve or confirm a document.

	Court
	The court will hear the case next week.
	Place where legal cases are decided.

	Judge
	The judge gave a decision in the trial.
	Person who decides cases in court.

	Prosecutor
	The prosecutor argued that the defendant was guilty.
	Lawyer representing the state in criminal cases.

	Plaintiff
	The plaintiff filed a complaint against the company.
	Person or party who starts a lawsuit.

	Defendant
	The defendant denied all charges in court.
	Person or party being sued or accused.
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