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eCourts Guardianship Follow-Up Templates    

 
Topic: Enhancement to 
eCourts Guardianship 
Report Review to provide 
templates for users when 
following up on issues 
identified in guardian 
reports.  
 
 
Summary:   Step by step 
guidance for locating and 
utilizing the new 
templates.  
 
 
This Guide is for: Internal 
and external users 
working in the Follow-Ups 
tab in Report Review.   
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Follow-Ups Tab 
 
 
The Follow-Ups tab now 
contains templates to use 
for specific follow-up 
actions identified during 
report review.  
 
 
 
 
 
 
To begin a review, click 
‘Begin’.  
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Templates  
 
 
The review work area now 
displays template links for 
certain orders and 
letters.   
 
The appropriate 
templates dynamically 
display based on the 
selected follow-up action. 
 
1) The review question 

displays 
2) Issues identified are 

listed 
3) Reviewer comments 

are provided 
4) Identified follow-up 

actions are listed 
5) New template links 

display under the 
relevant follow-up 
action  

6) When the action is 
complete, check the 
‘Close’ box 
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The letters are contained 
in accordions that can be 
opened or closed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
The templates can be opened, edited, downloaded, and printed to be mailed or emailed to the 
guardians.  The system is not sending these templates.  
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The table shows each 
follow-up action and the 
corresponding templates. 
 
Note: some follow-up 
actions do not require a 
template.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
  
 
 
 
 
 
 

 
 
Follow-Up Action Document Template 
Update case information or status None 
Provide information or assistance to guardians None 
Significant financial concerns • Sua Sponte Order to Show Cause  

• Sua Sponte Order to Show Cause Cover Letter 
Requiring Additional Information 

• Letter Requiring Additional Information 
Guardian appointment • Sua Sponte Order to Show Cause  

• Sua Sponte Order to Show Cause Cover Letter 
Requiring Additional Information 

• Letter Requiring Additional Information 
Guardianship type • Sua Sponte Order to Show Cause  

• Sua Sponte Order to Show Cause Cover Letter 
Requiring Additional Information 

• Letter Requiring Additional Information 
Guardian limitations • Sua Sponte Order to Show Cause  

• Sua Sponte Order to Show Cause Cover Letter 
Requiring Additional Information 

• Letter Requiring Additional Information 
Bond • Amended Judgment 

• Sua Sponte Amended Judgment Cover Letter re 
Bond 

Reporting requirements • Amended Judgment 
• Sua Sponte Amended Judgment Cover Letter re 

Reporting 
Reporting quality concerns • Sua Sponte Order to Show Cause  

• Sua Sponte Order to Show Cause Cover Letter 
Requiring Additional Information 

• Letter Requiring Additional Information 
Letter to Guardian(s) seeking information • Letter Requiring Additional Information 
Schedule conference with guardian(s) • Sua Sponte Order to Show Cause  

• Sua Sponte Order to Show Cause Cover Letter 
Requiring Additional Information 
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• Letter Requiring Additional Information 
Issue Amended Judgment • Amended Judgment 

• Sua Sponte Amended Judgment Cover Letter re 
Reporting 

• Sua Sponte Amended Judgment Cover Letter re 
Bond 

Issue Order to Show Cause • Sua Sponte Order to Show Cause  
• Sua Sponte Order to Show Cause Cover  

Letter Requiring Additional Information 
Referral to Adult Protective Services, County 
Prosecutor and/or Office of Attorney Ethics 

None 

Other/General Comments  None 
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Using the Templates  
 
 
• Click on the template 

name link 
 
• Select Open file 
 
• The Word document 

opens and can be 
edited 
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The following fields are 
auto populated: 
 
• Vicinage Probate Part 

Judge header 
• Date (on letters) 
• Caption/IP Name 
• Docket number  
 
 
The templates can be 
edited and tailored as 
needed. 
 
Please remember to 
upload all letters, orders, 
and judgments into the 
Case Jacket. 
 
 
 
 
 
 
 
 
 
 
 
  

 
 
Letter Requesting Additional Information excerpt:  
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Order to Show Cause excerpt:  
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