Reformatting Tips for the Sample
Criminal Complaint Template (RTF Version)
For WordPerfect Users

The Sample Criminal Complaint Template is provided to you in both Microsoft Word and Rich Text
Format (RTF). If you use Microsoft Word, please return to the MN Sample Criminal Complaint
Template web page (http://www.mncourts.gov/?page=1775) and use that version of the template. The
RTF version of the template is an alternate standard format that allows most software users to open the
document. However, by providing this template to you in RTF, although none of the content will be lost,
many of its page breaks, margin settings, and footer information may be lost.

This brief document provides simple steps for correcting the formatting errors of the template when
opened in WordPerfect. It also provides sample screenshots of the same template that is explained in
MNCIS Uniform Court Practice #171 (UCP #171). There are six different instances on the template that
utilize drop-down menu fields where the user would select one of the options. On the specific page where
each one is located, detailed screenshots have been provided to show where they are and how they should
look.

After the formatting errors are corrected, to complete the sample template, please follow the Instructions
for the Sample Criminal Complaint Template, available on the web page referenced above. Prosecutors
are free to develop their own template and to vary the location of the data elements so long as the data
elements identified in UCP #171 are contained within the complaint or indictment. For more information
on the requirements for the use of this template, please refer to UCP #171 located on the web page
referenced above.

To Reformat and Use the Template with WordPerfect:

1. Follow the instructions for opening the RTF version of the Sample Criminal Complaint
Template, available at http://www.mncourts.gov/?page=1775.

2. Using the local copy of the template that you have saved to your computer, if applicable, to

o |
unprotect or unlock the template, on the toolbar click the unlock or unprotect icon =
HINTS: If you cannot see the toolbar with this option, select the Forms toolbar from your settings.
The unlock icon may look different for WordPerfect users.

3. After you have unlocked the template, you can change your margins to fit the contents on
each page.
NOTE: When you first open the template in WordPerfect, the content on some pages may spill
off the page. By moving the page breaks and adjusting the margins, all content should fit back
into its intended spots. For assistance, refer to the screenshots starting on Page 3 of this document.

4. To adjust the template to total the six (6) pages as depicted in UCP #171, you will need to
create page breaks, as applicable.

5. In order to utilize the template as depicted in UCP #171, you will also need to make sure
that all fields and multiple options in those fields are available, as applicable. For more
information, please refer to the screenshots of each page, located starting on Page 3 of
this document.
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6. The RTF format does not retain the footer information, so at the bottom of each page you
may also insert the footer information with page numbers, if desired. This information is

in a gray shade (50% or less).
EXAMPLE:

Form Revised August 2006 (ITD_SP_0339c)

Page 1 of B

7. Save the changes that you have made to the reformatted template, renaming the template

if necessary.

8. To lock the document again before you begin completing the fields of the template, click

fai |

the lock icon (4.

9. You are now ready to use the template. Make a copy of your local version of the template

each time you want to create a new criminal complaint, or make sure to save each

completed complaint under a different name.

10. When you are ready to complete the template, refer to the Instructions for the Sample

Criminal Complaint Template, available at http://www.mncourts.gov/?page=1775. Press
[Tab] or use the mouse to advance among fields. Fields expand to accommodate your

text.

11. After the complaint is completed, to save it with a new name, select File > Save As...

To Add Additional Rows to Tables:

To add more rows to tables, for example to add more rows for the Counts on Page 1, or to add more rows
to the Statute and Offense Grid on Page 6, the template will need to be unlocked. Please follow the steps

below.

i

1. On the toolbar, click the unlock icon &

2. On the respective page, add/insert additional rows to the table.

NOTES: By adding more rows to any table, the content may run onto the next page. This is

okay; your template may now just end up having more pages.

3. Once you are done adding/inserting enough rows, before you continue filling in the

il

complaint, click the lock icon ==
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Screenshots of Pages 1 through 6

Page 1.
STATE OF MIMHESOTA DISTRICT COUERET
COUHTY OF =HARWME= SHUMEER= JUD ICTAL DISTRICT
COURT FILE HO.
PROSECUTOR FILE HO.
State of Mirwes ota,
Platiff,
. =SELECT CONMFLAINT TYFE
=HAME OF DEFEND ANT=(DOE: =DEFENDANT Ll Smronens Ll Waraet
DOE=)
=Deferdart fddress Line 1= LI Crder of I eterdion
=Defendat Cite=, M =Defendarnt Postal Code= |
Ll Amerded
Defend ant. LI Tab Charze Pravinx by Filel Drop—down menu

field. See below for
The Comrplairert, being duby sarom, maies compplaiet to the dhove-rianed Cout and states detailed image.

there ic probable cace to beliewe that the Defendart cotronitted the folloaring offernce (57

COUNT I

Charge: =Charge Name=
Mirmesota Stabate: § = Stabaes Charge=
Mwdramn Serderwce: =hlax Sexderice Desaiptioa=

COUNT I

Charge: =Charge Name>
Mirwesota Stabate: § =Stabtes Charge=
Madramn Serderwe: =hlax Sexdernce Des aiptios=

COUNT IO

Charge: =Charge Name>
Miraesota Stabate: § =Stabaes Charge=
Mwdromn Serderce: =hlax Sexderce Desaiptios=
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Page 1: Drop-down menu field in detail

State of Mireesota,

Flaintift,

.
s AN cELECT COMPLAINT TYPE=

sDefmdart Sddress Line 1= CRIMIMAL COMPLAINT
=Defmdirt Cite=, M =Defmdart Postal Ode=, i

Deeferudart .

The Conplainant  beihg duby sarom, imake s comnplaivd to the dbowre-rearved Conrt axd states that
there iz probable canse tobelisge ot the Defdant corordtted the followig offseis):

ESELECT cum@ = .

LT TabClarp Frevimslr V
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Page 2:

STATEMENT OF FROBABLE CANUSE

The Conplainart ctates that the folloaig facte ectablich probable caoe:
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Page 3:

Copnplaftuatt Tequests that Deferdard | sabject to badl o corudiions of releace  he:

(17 amested or that offwer loafial steps be tabien to dhtain Defendant *s appearatce it coat; or
(27 detaired, if already @ owstody, perding fimther procesdings; ad that £aid Deferdad
othenarice be dealt vwith accorditgzto Loar.

COMPLAINANT' § NAME: COMPLAINANT' 5 SIGNATURE
=Harme=

Srhscribed and svom to hefore the 1mdsrsizred this day of a0
NAWE/TITLE: STIGNATURE:

Being athorized to proseods the offerces charged, T approwre this canplai.

Drate: FROSECUTING ATTORNEY'S SIGNATURE

Harne: sProsenitor Hare=
=Prosenttor Tile=
=Prosenttor Sddrese=
=Prosenttor Phone Famber=
Attore Begidration #
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Page 4:

Drop-down menu
field. See below for
detailed image.

FINDING> OF FROBABLE CAUSE

Fiom e abew raernfict, anl ane emppo g sffilavie o1 cmppkaneids L worn ket
Lawe dekammed fhatyaebabk cams ek o sppert smlgest huiler ol
Doforsland's arzestor ofles lowfnls g T tlon o o bnm Do falands
if aheady menehdy, poolng fader pecsdng . Defulagls Lowilh e abow-rkd offerre.
0OHS

IHFEFFOEE WU, IHE IFFENDANI, AEE HEEFEY (TLMIOHFED to appsar on e <&=
oy of =meadhe Meyeaz= at =00 00= < ARUPN = tsfoxs e alove-181ed somtat=heationdstil= o s wer dx
colnplhad.

IF O FRIL 10 APPFAE. maespeass o o STTRIRIOH, & WAREAWT FOE YOTE.

Drop-down menu
field. See below for
detailed image.

O WARRANT
To e e arff of e alowe-1aned comdy; o1 o llea renanilormed o smeomi o warrant T e b vk, mds
e of e Mk of Mnawsoty, fat e aleve-zaned Defexdaad b appm leukd anul o sked willontdelrs aul
Taenglt joenpily ke de alew-wmed comti £ mesrrbn anl fwt ke o Inlp o1 Tl ]l Cffcsa of sicdy
comrt willomh moscessar delry, al many s veit ot laks San s lomy afes e armstoras soonas sich Tndm oo
Tnlicin] Cficer ¥ availabk o T deadt with accordig o Tow.

O Executein M Caly O Ererutedimionwide O Executein Boarde Sits

OO0 ORDER OF DETENTION
e e alo-mined Thfowlad® aheady memwnds, Il ader, snlyect o bader conliters of ekass, Gat
e abewe-1eamed Defezduad contnme o T detned pulng fmier paecesding .

il t
Conltorr of Faleass:

Ilx conphad dnby silecadbed Azl s wern e, ¥ Fimed by e mals e d Mol a1 Cffer o day of
y

0 .

JUOICTAL OFFICTE: HIGTATOET
AT

TITLE

Drop-down menu

wworn s tinelry Ias e pen tefos the Tolicia] Cificen Ty e folk wing wite e field. See below for

COUNTY F 2HAME: detailed image.
STATE OF MIHES OTA
STATE OF MINNESOTA
Plaintiff,
':NM} SELELCTH -C:-'.l.;'] ':l.ll.'. 41 J.J ' '.
Defendart —"
Hpa s of Anflereed drvice Bpat
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Page 4: Drop-down menu fields in detail

FINDIN G OF FROBABLE CANSE
Fomm e alow rwernfict, anl ane smpqeorimng sflavie o1 cmpplane sl worn eetinerrs, I e Irpmng Cifrer,
Lave deknmned dat pootabk cames st b emppert smlgectio ledler condiors of mhass whis appheabl,
Defonlaad s azzestor oflsa lowdnlsipe s tlen® obbm Defnlands apps aancs meemt o1 fnlands dewuton
if aheady monwidy, polngfoder powdng . Defulad s fendors cluamd wih e alow-rakd offers .

O sUMMONS
EWALFD [TFFENDANT, AEF HFEFEY (TLHLIOHED & appar en e <&
3 -:-f-um-nﬂn— IE = o=l = ANLFI = T fore fhe alove-1a1med comtat=lheationdstil= o aw wer s
o
<yearzx
IFa os LIespes o o & a WAREANWT FOF. YOUE AFEFET slall e demedd.
us WARRANT
In il 07 wed comds; o1 @ ronamilermed b smeonk G warant I eneby ovkr, mis
LALs A, ot e above- A Deferalazt T appelenkid aul o kd wilent delrr axul
Taem oS M m-28 1l oot usesrion) Al f1ot fvm o Tnlp o1 Taliinl Cificea of sk
GOTT 1, aml Ay &gt ootk tan 5 é oy afbs e armetor a5 soonas smch Tnl e or
Tnlic =] e dealt with 3o plmg o low.
10 ] O ExecuteNationwide O Executein Barde St

FINDING OF FROEAELE CAUSE
Fom e atbowe swornfict, anl ane spportng affilavie o1 srpplaneat ] worn s tineiry, I e Ismmg Offter,
Lo detnnned datyootabk cates ek ® epyert ralject i iler conlielr of bare whs applicablk,
Diefendaads arzestor ofler lowfrlikge s tlen® obbim D £nlaadz apgeamanc: meemt o1k nlaads detnton
If ahsady memwwdy, molnyfoder pocwdng . Defnlant e denfors clargmd with e abow-sakd offorss.

it -:-:I:"Ilﬁ "hh oTlgge ot dat s Ju'l:-c-w 1ean el Tk £ 150eetls Jumcn:ln-:l.-'b-'l. anl skl wilentdelr aul

a E

COUHTY OF SHAME: rYTer—
STATE OF MINHES 0T

STATE OF MINNESOTA
Plairift.

.
S — [ ."\:I..IJ.: TP TITE A
<SELECT COMPLAINT TYPE= s
COMPLAINT
INDICTMENT
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Page 5:

DEFENDANTDATA f CHARGE SHEET - ATTACHMERNT A

[+
DEFENDANT HAME: =LAS T HAME= =FIRS T HAME= <=MIDDILE NAWME=
Drefendarit aliss nareis]): =Mlige Hanes=
Difendart DOE: =DEFEHLANT I'OBE=
Aliae TrOBEY: =flias I0Bs=

Drefendart lact bavooam address: | SDefirdard Sddress Line 1=
=Dufindat Ciby= W =Poctal Code=
State IDv: =5ID Fhonber=

OTHER DEFENDANT / CASE IDNEN TIFIER 5

Firzerprivted ¢ O 1o O wes
Handgim penvit? O Ha O ¥es (Tssuimg Sgency: i

Locatiom of

Winlatim:

IF DRIVIN G OFFENSE:

Lerimret's Licetise Hinmber: Teoairys Srate:
Licence Plate Hanber: Teouirys Brate:

Accidert Type: O | Ho mjmyrfwn damaze | O | Property Damage
O | Persomal Bqury O | Fataliny

EBlaod flcokol Corwcerdration (B4
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Page 6:

WTATOTE AMD OFFEITE GEID .
T Drop-down menu field. See
Che Tosmies | Ollsnce Tenouoe Dk 12 TiTenze IO [LreTe Caencrellng belOW for deta”ed |mag e.
Ikr Trps+ Dimeaiz snd Tane Lawl Arancie
Tucerpewn:

IMPORTANT: Each selectable
field in this “GOC” column utilizes
the same drop down options.

S -.1144
lookng

\ A OR1 M

‘\
\i{ Huok OR1NLe
\\
\

Seledr Hook ORINEe

Drop-down menu field. See
below for detailed image.

IMPORTANT: Each selectable
field in this “Statute Type” column
utilizes the same drop down
options.

L

e ORI Hhe

| [ a Sclet Hook ORIMEe

Fumesd QR ke

Seledr Hook ORI Mk

Sumesad R B

Seleu .Jl-ml.u -:ucm:r .l. i ..\1fr
..-'I.I'hkl. ORI Mhe .l. il ke

Seledr .JII|I|5 I:Jkl"\-'l:r .l. [ '?\-'Ifr
..-'|m1-|. ORl Mhe .l. el ke

Sclet Hook ORINEe Ciel Bk
luakng luukmy

At QR Mk Uil Mk
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Page 6: Drop-down menu field in detail

STATUTE ATD OFFEMIT GEID

E{:t Ei:::;um- Eh'l"iu!_s_? :ll::uil:uTmm:-r; I:I'Huise EIaC ac l'.'-:-m:r\o[rllg I&'oll;ﬂ)l
r pe ey | and Teax Leow — Ageces urhers
Disecrptions o~ —
/ 1 [ ket ‘E-on.;h.; Wha= EE“E;&:-
B o
I = <Select=
= fIEs = | =CuliTa=
M S g Bt
Penalty L y
Other =Foa} OEL ==
\ 2\ / ) Eaoolmy Boolmy
ﬁ C _E Wl | <Califla=
Epfiing Aestng
N /
 —

] Clargm =S koty| <Book O W= | =Colile=
Eonlmy Boolmy
= Pam s OFI M= | <Calia=

sy Aestng

+ Clargm = Skot=| B0} O W= | =Colile=

almy Boolmy
sHOEI = | =Cil =
e g Amestng
Clargm = Ekot=| <Book O W= | <Colie=
Eolmy Boolmy
= Ram ORI M= | <Calia=
Aty Aestng

i Clargm = Skot=| <Foo} OFL W= | <C4lHilx=
Edolmy Boolmy
=Pam ORI M= | <Calia=-
Al tng Aestng

T Clargm = Skot=| J60ok OFL W= | =C4lilr=

almy Boolmy
Fam OB > | =Clia=
sy Aestng

g Clargm = kot=| FeEood OFL Wl | =ColHle=

alm EBaolmy
=P {OEI = | =Culillx=
\ Aoty Aomestng
J \_/
\J A4

IMPORTANT: Each selectable field in the “Statute Type” and “GOC” columns utilizes the same drop down options.
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