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Research Binder Standards (Sept. 10, 2009)
1. CONTENTS:

a.  Every source referenced in a footnote must have a source document included.
b. Cases:  Include entire opinion

c. Statutes and Regulations:  Include entirety of referenced section(s)

d. Secondary sources:  Include entirety of referenced section(s)

e. Non-periodicals:  Include pages showing title, author and publication information as well as all pages referenced in the footnote.  If entire source is referenced, rather than particular pages, include entire document if under 50 pages in length or include title pages and table of contents if over 50 pages in length.

f. Periodicals:  Include pages showing title, author and publication information as well as all pages referenced in the footnote.  If entire source is referenced, rather than particular pages, include entire document if under 50 pages in length or include title pages and table of contents if over 50 pages in length.

g. Internet Sources:  Include printouts of all information referenced, with author, title, and dates, if available, with URL on the page.

h. Other sources (Not all-inclusive):

i. E-mails – include copy of e-mail showing to, from, and date
ii. Letters – Include copy of letter

iii. Interviews – Provide a copy of interview notes that clearly indicate the party being interviewed and the date of the interview

iv. Non-print sources (TV, audio, etc) – include a memo describing where you found the source, and include a partial transcript, copy of lyrics, etc.,  where feasible.

i. If you have another source type that is not referenced here, please contact the Notes & Comments Editor for a determination of what documentation will be required.
2. FORMAT:

a.  Binders will be organized as follows:
i. Cases – in alphabetical order of first listed party

ii. Constitutions – US, then States in alphabetical order, in numerical order of articles/sections within

iii. Statutes/Regulations – in precedential, then alphabetical, order of citation within the categories of Federal and State
iv. Secondary Sources – in alphabetical order of title

v. Non-periodicals – in alphabetical order of author

vi. Periodicals – in alphabetical order of author

vii. Internet/Other sources – in alphabetical order of title/description

b. Binder will contain a Table of Contents (TOC) formatted per Attachment 1 (a completed example is included as Attachment 2).  Each source in the TOC will include all the footnotes referencing that source.
c. Each source will be given a sequential ID number in the same order as they are listed in the TOC.  Each source will be separated by a tabbed divider labeled with this sequential ID.

d. Each source document will be flagged with a footnote number to indicate the exact location of the source material within each document that is used for the referenced footnote.  Exact material will be further annotated on the page itself by highlighting (any color) or underlining in red.  Where more than one footnote is referenced on the same page of the source, the highlighted or underlined material must be further annotated with the appropriate footnote number.

e. If more than one source binder is required, the TOC will indicate what material is in each binder and a full TOC will be placed in each binder.
3. POST-CITE CHECKING:

a.  After cite-checking is completed, each author will be required to provide a revised table of contents if any sources are added or deleted from any footnotes.
b. Each author will also be required to complete a “Citation Comment Responses” Form (Attachment 3) to indicate that they complied with the cite-checker’s suggestions or why they believe their cite is accurate.  This form will be submitted to the Editorial Board as well as a copy included behind each TOC.  
4. DISPOSITION
Research binders will be retained by the SJALR in either hard-copy or scanned electronic copy indefinitely.
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