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Name:
Title:

Attachment A

2024 Census of Prosecutor Offices

Name of office:
Direct email:
Direct phone:

Instructions

The 2024 Census of Prosecutor Offices (CPO) is a census of all state prosecutor offices in the
United States that handle felony cases. Data collected on this form will provide needed
information to state and local governments, practitioners, and other stakeholders. The Bureau of
Justice Statistics (BJS) greatly appreciates your assistance.

1.

There are multiple ways to complete and submit this survey. Please select the method
most suitable for you:
a. Complete the survey by highlighting your answers in Adobe Acrobat, save and
email back to CPO2024(@urban.org.
b. Print out the survey, complete by hand, scan and return to CPO2024(@urban.org
via email.
c. Complete the hard copy of the survey that will arrive at your office in the next
week and return either via scanning and emailing to CPO2024(@urban.org
d. or through the provided self-addressed stamped envelope.

When completing the survey, please take notes separately or on page 20 to provide
feedback on questions that:

a. are unclear

b. require input from multiple staff in order to provide a response to a

c. are a high time burden

Please answer all questions with reference to your office.

Answer the questions as accurately as possible given the organization and structure of
your office. Estimates are allowed. If any question is overly burdensome, you may skip
the question and provide your best estimate as to how long it would take to answer it.

Once the project team has received your response, we will reach out via email to schedule your
cognitive interview. If you have questions or need assistance in completing the survey, please
contact the CPO team via email at CPO2024(@urban.org.




https://www.adobe.com/acrobat/hub/how-to-highlight-a-pdf.html#:%7E:text=Click%20and%20drag%20the%20cursor%20to%20select%20the%20area%20of,new%20tool%20box%20will%20appear

mailto:CPO2025@urban.org

mailto:CPO2025@urban.org

mailto:CPO2025@urban.org

mailto:CPO2025@urban.org
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Burden Statement

This collection is authorized under 34 U.S.C. § 10132. Your participation is voluntary. BJS will
use the information only for statistical purposes [34 U.S.C. § 10134]. BJS will protect personally
identifiable information consistent with the confidentiality requirements in 34 U.S.C. § 10231
and 28 CFR Part 22. See the BJS Data Protection Guidelines.

This collection has been approved by the Office of Management and Budget (OMB Number:
XXXX-XXXX). If this number were not displayed, we could not conduct this survey. Your
voluntary participation in this survey is important, however, you may decline to answer any or
all questions. Public reporting burden for this collection of information is estimated to average
45 minutes per response, including time for reviewing instructions, searching existing data
sources, gathering and maintaining the data needed, and completing and reviewing the collection
of information.

You can contact the Bureau of Justice Statistics with questions or feedback at askbjs@usdoj.gov;
by phone at 202-307-0765; or by mail: Bureau of Justice Statistics, 999 North Capitol Street, NE
Washington, DC 20531.

Time of day starting survey:




https://www.bjs.gov/content/pub/pdf/BJS_Data_Protection_Guidelines.pdf

mailto:askbjs@usdoj.gov



CPO Questionnaire Draft April 2025

Staffing — Section A
A1l: What is the term of office for the chief prosecutor?

The chief prosecutor is the elected or State-appointed head of the prosecutorial district.
years

A2.a: What date did the person serving as chief prosecutor as of December 31, 2024, first assume
office?
/]

A2.b: Has the person serving as chief prosecutor changed since December 31, 20247

[] Yes
[ No

A3: Was the chief prosecutor on December 31, 2024, a full-time or part-time role?

Part-time staff: Any employee who works fewer hours than your standard work week, including
employees in job-sharing arrangements.

[0 Full-time
[l Part-time

A4: Indicate the sex of the person serving as chief prosecutor as of December 31, 2024?

[1 Female
[1 Male
[1 Do not track
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AS5: Indicate the race and/or ethnicity of the person serving as chief prosecutor as of December
31, 20247 (Select all that apply)

(] White
For example, English, German, Irish, Polish, Scottish, etc.

(] Black or African American
For example, African American, Jamaican, Haitian, Nigerian, Ethiopian, Somali, etc.

'] Hispanic or Latino
For example, Mexican, Puerto Rican, Salvadoran, Cuban, Dominican, Guatemalan

[J American Indian or Alaska Native
For example, Navajo Nation, Blackfeet Tribe of the Blackfeet Indian Reservation of Montana, Native
Village of Barrow Inupiat Traditional Government, Nome Eskimo Community, Aztec, Maya, efc.

[l Asian

For example, Chinese, Asian Indian, Filipino, Vietnamese, Korean, Japanese, etc.

[] Native Hawaiian or Pacific Islander
For example, Native Hawaiian, Samoan, Chamorro, Tongan, Fijian, Marshallese, etc.

[1 Middle Eastern or North African

For example, Lebanese, Iranian, Egyptian, Syrian, Iraqi, Israeli, etc.
(1 Do not track

A6: As of December 31, 2024, what was the annual salary of the chief prosecutor for your
jurisdiction?

If you are unable to provide the actual number, please provide your best estimate and mark (X)
in the estimate checkbox. Only mark ‘Do not track’if you are unable to provide an estimate.

$ .00 per year | Estimate
[0 Do not track

A7: Indicate the number of full- and part-time litigating attorney employed in your office as of
December 31, 2024.

If none, enter “0.” If you are unable to provide the actual number, please provide your best
estimate and mark (X) in the estimate checkbox. Only mark ‘Do not track’if you are unable to
provide an estimate.

Number Estimate
a- Full-time litigating attorneys 0
b- Part-time litigating attorneys 0

[1 Do not track

[l If your office only has part-time attorneys, please check the box and skip to A16.
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AS8: What was the breakdown by sex of the full-time litigating attorney (/isted in A7.a) employed
in your office on December 31, 2024?

If none, enter “0.” If you are unable to provide the actual number, please provide your best
estimate and mark (X) in the estimate checkbox. Only mark ‘Do not track’if you are unable to
provide estimates by sex.

Full-Time Litigating Estimate
Attorneys
a- Female 0
b- Male 0

[1 Do not track

A9: What was the breakdown by race and ethnicity of the full-time litigating attorneys employed
in your office on December 31, 2024?

If none, enter “0.” If you are unable to provide the actual number, please provide your best
estimate and mark (X) in the estimate checkbox. Only mark ‘Do not track’if you are unable to
provide estimates by race and ethnicity.

Full-Time Litigating Estimate
Attorneys
a- White 0
b- Black or African American 0
c- Hispanic or Latino 0
d- American Indian or Alaska
) U
Native
e- Asian 0
/- Native Hawaiian or Pacific
Islander .
g- Middle Eastern or North
) U
African
h- Multiracial and/or Multiethnic 0

[1 Do not track
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A10: For the pay period that included December 31, 2024, indicate the number of full-time
litigating attorneys, who were employed in your office, with and without management
responsibilities?

If none, enter “0.” If you are unable to provide the actual number, please provide your best
estimate and mark (X) in the estimate checkbox. Only mark ‘Do not track’if you are unable to
provide an estimate for at least one row.

Number | Estimate

a- Litigating attorneys with management or
supervisory responsibilities over other attorneys [

b- Litigating attorneys without management or
supervisory responsibilities over other attorneys U

[1 Do not track

All: Indicate the number of full-time litigating attorneys hired by your office from January 1,
2024 to December 31, 20247

If none, enter “0.” If you are unable to provide the actual number, please provide your best
estimate and mark (X) in the estimate checkbox. Mark ‘N/A’ if your office does not employ these
types of attorneys. Only mark ‘Do not track’ if you are unable to provide estimates on hires.

Number Estimate
a- Litigating attorneys with management or 0
supervisory responsibilities over other attorneys
b- Litigating attorneys without management or 0
supervisory responsibilities over other attorneys

[1 Do not track
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A12: Indicate the number of full-time litigating attorneys who left your office from January 1,
2024 to December 31, 2024, regardless of the reason (including retirement)?

If none, enter “0.” If you are unable to provide the actual number, please provide your best
estimate and mark (X) in the estimate checkbox. Mark ‘N/A’ if your office does not employ these
types of attorneys. Only mark ‘Do not track’ if you are unable to provide estimates on
separations.

Number Estimate
a- Litigating attorneys with management or 0
supervisory responsibilities over other attorneys
b- Litigating attorneys without management or 0
supervisory responsibilities over other attorneys

[1 Do not track

A13: Indicate the number of full-time litigating attorney positions that were vacant on December
31, 20247

Vacant: These are vacancies your office is authorized to fill, but as of December 31, 2024, the
positions were not filled.

If none, enter “0.” If you are unable to provide the actual number, please provide your best
estimate and mark (X) in the estimate checkbox. Mark ‘N/A’ if your office does not employ these
types of attorneys. Only mark ‘Do not track’ if you are unable to provide estimates on vacancies.

Number Estimate
a- Litigating attorneys with management or 0
supervisory responsibilities over other attorneys
b- Litigating attorneys without management or 0
supervisory responsibilities over other attorneys

[1 Do not track
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Al4: Enter the minimum and maximum annual salaries of paid full-time litigating attorneys
employed in your office as of December 31, 2024.

If you are unable to provide the actual number, please provide your best estimate and mark (X) in
the estimate checkbox. Mark ‘N/A’if your office does not employ these types of attorneys. Only
mark ‘Do not track’ if you are unable to provide salary estimates.

Minimum Maximum N/A
a- Litigating attorneys with
management/supervisory $ 00 |$ 00
responsibilities over other u
attorneys
Y [ Estimate [ Estimate
b- Litigating attorneys without
management/supervisory $ 001|$ 00
responsibilities over other O
attorneys [ Estimate [ Estimate

[1 Do not track

A15: Indicate the number of full-time litigating attorneys employed in your office for more
than three years, as of December 31, 2024.

If none, enter “0.” If you are unable to provide the actual number, please provide your best
estimate and mark (X) in the estimate checkbox. Only mark ‘Do not track’if you are unable to
provide an estimate.

litigating attorneys [l Estimate
'1 Do not track

A16: What was the breakdown by sex of the part-time litigating attorneys (listed in A7.b)
employed in your office on December 31, 20247

If none, enter “0.” If you are unable to provide the actual number, please provide your best
estimate and mark (X) in the estimate checkbox. Only mark ‘Do not track’if you are unable to
provide estimates by sex.

Part-Time Litigating Estimate
Attorneys
a- Female 0
b- Male 0

[1 Do not track





CPO Questionnaire Draft April 2025

A17: What was the breakdown by race and ethnicity of the part-time litigating attorneys
employed in your office on December 31, 20247

If none, enter “0.” If you are unable to provide the actual number, please provide your best
estimate and mark (X) in the estimate checkbox. Only mark ‘Do not track’if you are unable to
provide estimates by race and ethnicity.

Part-Time Litigating | Estimate
Attorneys
a- White 0
b- Black or African American 0
c- Hispanic or Latino 0
d- American Indian or Alaska
) U
Native
e- Asian 0
/- Native Hawaiian or Pacific
Islander .
g- Middle Eastern or North
) U
African
h- Multiracial and/or Multiethnic 0

[1 Do not track

A18: For the pay period that included December 31, 2024, indicate the number of part-time
litigating attorneys, who were employed in your office, with and without management
responsibilities?

If none, enter “0.” If you are unable to provide the actual number, please provide your best
estimate and mark (X) in the estimate checkbox. Only mark ‘Do not track’if you are unable to
provide an estimate for at least one row.

Number | Estimate

a- Litigating attorneys with management or
supervisory responsibilities over other attorneys U

b- Litigating attorneys without management or
supervisory responsibilities over other attorneys U

[1 Do not track
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A19: Indicate the number of part-time litigating attorneys hired by your office from January 1,
2024 to December 31, 20247

If none, enter “0.” If you are unable to provide the actual number, please provide your best
estimate and mark (X) in the estimate checkbox. Mark ‘N/A’ if your office does not employ these
types of attorneys. Only mark ‘Do not track’ if you are unable to provide estimates on hires.

Number Estimate
a- Litigating attorneys with management or 0
supervisory responsibilities over other attorneys
b- Litigating attorneys without management or 0
supervisory responsibilities over other attorneys

[1 Do not track

A20: Indicate the number of part-time litigating attorneys who left your office from January 1,
2024 to December 31, 2024, regardless of the reason (including retirement)?

If none, enter “0.” If you are unable to provide the actual number, please provide your best
estimate and mark (X) in the estimate checkbox. Mark ‘N/A’ if your office does not employ these
types of attorneys. Only mark ‘Do not track’if you are unable to provide estimates on
separations.

Number Estimate
a- Litigating attorneys with management or 0
supervisory responsibilities over other attorneys
b- Litigating attorneys without management or 0
supervisory responsibilities over other attorneys

[1 Do not track

10
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A21: Indicate the number of part-time litigating attorney positions that were vacant on
December 31, 2024?

Vacant: These are vacancies your office is authorized to fill, but as of December 31, 2024, the
positions were not filled.

If none, enter “0.” If you are unable to provide the actual number, please provide your best
estimate and mark (X) in the estimate checkbox. Mark ‘N/A’ if your office does not employ these
types of attorneys. Only mark ‘Do not track’ if you are unable to provide estimates on vacancies.

Number Estimate
a- Litigating attorneys with management or 0
supervisory responsibilities over other attorneys
b- Litigating attorneys without management or 0
supervisory responsibilities over other attorneys

[1 Do not track

A22: Enter the minimum and maximum annual salaries of paid part-time litigating attorneys
employed in your office as of December 31, 2024.

If you are unable to provide the actual number, please provide your best estimate and mark (X) in
the estimate checkbox. Mark ‘N/A’if your office does not employ these types of attorneys. Only
mark ‘Do not track’ if you are unable to provide salary estimates.

Minimum Maximum N/A
a- Litigating attorneys with
management/supervisory $ 00 |$ 00
responsibilities over other u
attorneys
Y [ Estimate [ Estimate
b- Litigating attorneys without
management/supervisory $ 001|$ 00
responsibilities over other O
attorneys [ Estimate [ Estimate

[1 Do not track

11
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A23: Indicate the number of part-time litigating attorneys employed in your office for more
than three years, as of December 31, 2024.

If none, enter “0.” If you are unable to provide the actual number, please provide your best
estimate and mark (X) in the estimate checkbox. Only mark ‘Do not track’if you are unable to
provide an estimate.

litigating attorneys [l Estimate
*1 Do not track

A24: Indicate the number of non-attorney staff employed in your office, both full- and part-
time, as of December 31, 2024.

If none, enter “0.” If you are unable to provide the actual number, please provide your best
estimate and mark (X) in the estimate checkbox. Only mark ‘Do not track’if you are unable to
provide an estimate.

Number Estimate
a- Full-time non-attorney staff 0
b- Part-time non-attorney staff 0

[1 Do not track

A25: As of December 31, 2024, were any of the following types of non-attorney staff employed
in your office, either full-time or part-time? Mark (X) only one choice per row.

Yes No

a- Victim/witness staff (include victim advocates)

b- Child support services

c- Legal services (e.g., law clerks, paralegals)

d- Investigators (include those on contract)

e- Digital evidence staff (including review/redaction staff)

/- Information technology (IT) staff

g- Data and research staff

h- Diversion staff

i- Interns

j- Other (please describe):

12
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Expenditures — Section B

Section B asks a series of questions referring to operating expenditures.
B1: Please indicate your office’s FY 2024. Mark (X) only one.

[J Calendar year (January 1, 2024-December 31, 2024)

01 July 1, 2023, to June 30, 2024

[l Other

If other, please indicate the dates below:

Month Day Year
to
Month Day Year

Please refer to the fiscal year (FY) indicated above when asked about FY 2024 for the remainder
of this survey.

B2: During FY 2024 (as defined in B1), what were the total operating expenditures of your
office?

Operating expenditures are defined as all recurring fixed and variable costs associated with the
management and administration of your office. They do not include non-recurring fixed capital
costs such as building construction and major equipment purchases. Expenditures reported

below should include only those pertaining to your office’s criminal work and not its civil work.

If you are unable to provide the actual amount, please provide your best estimate and mark (X)
in the estimate check box. Only mark ‘Do not track’if you are unable to provide an estimate.

$ .00 '] Estimate

[1 Do not track

13
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Caseload — Section C

Section C asks a series of questions about your caseload, including questions about matters
reviewed and cases handled by your office. Please keep the following definitions in mind as you

answer these questions:

e Case: A4 case is defined as a set of all charges filed in court against a single defendant
that are handled by the court as a single incident. A case with three defendants should
be recorded as three cases, but a case with one defendant with multiple charges should
be counted as one case.

e Matter: A matter is defined as any incident to which your office dedicates resources at
any point of the process, including an investigation, that may lead to a case filing.

C1: The remaining questions in this survey regarding caseload size and on new and emerging
topics (Sections C and D) can be answered based on calendar year (January 1, 2024-December
31, 2024) or fiscal year (as indicated on B1). Indicate which 2024 time period you will be using
for Sections C and D.

'] Calendar year
[ Fiscal year

*Note: The remaining questions use “2024” to refer to the time period identified in CI.

C2: Indicate the number of matters reviewed, the number of matters declined, and the number of
cases filed in court by your office during 2024.

If none, enter “0.” If you are unable to provide the actual number, please provide your best
estimate and mark (X) in the estimate checkbox. Mark ‘N/A’ if your office is not responsible for
prosecuting or litigating these types of cases. Only mark ‘Do not track’ if you are unable to
provide an estimate for at least one row.

Number of | Number of | Number of N/A
matters matters cases filed in
reviewed declined court
a- Felony matters
UJ
[] Estimate [] Estimate [] Estimate
b- Misdemeanor matters
UJ
[] Estimate [] Estimate [] Estimate
c- Other matters
(including juvenile, 0
municipal, and [] Estimate [] Estimate [] Estimate
traffic)

[1 Do not track

14
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C3: Indicate the total number of felony cases concluded in 20247

If none, enter “0.” If you are unable to provide the actual number, please provide your best
estimate and mark (X) in the estimate checkbox. Only mark ‘Do not track’if you are unable to
provide an estimate.

felony cases concluded [] Estimate
TJ Do not track
C4: Indicate the number of the felony cases concluded in 2024 that resulted in...

If none, enter “0.” If you are unable to provide the actual number, please provide your best
estimate and mark (X) in the estimate checkbox. Only mark ‘Do not track’if you are unable to
provide an estimate for at least one row.

Number Estimate
a- Conviction on one or more charges 0
b- Dismissal of all charges O
c- Not guilty/acquittal on all charges 0
d- Mistrial 0
e- Other (please describe):
U

*1 Do not track
C5: Indicate the number of felony cases that were diverted by your office in 2024.

Cases diverted by any entity other than the prosecutor’s office should not be included. If you do
not have diversion programs or did not divert cases in 2024, enter “0.” If you are unable to
provide the actual number, please provide your best estimate and mark (X) in the estimate
checkbox. Only mark ‘Do not track’ if you are unable to provide an estimate.

felony cases diverted [] Estimate

[1 Do not track

15
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C6: Indicate the number of felony cases pending for 270 days or more as of December 31, 2024.

Cases pending are those that are pending after 270 days without case closure or filing of charges
from date of referral.

If none, enter “0.” If you are unable to provide the actual number, please provide your best

estimate and mark (X) in the estimate checkbox. Only mark ‘Do not track’if you are unable to
provide an estimate.

felony cases pending (] Estimate

[1 Do not track

C7: During 2024, did your office prosecute any felony cases arising in tribal lands?

The term “tribal lands” includes all federal or state recognized reservations, trust lands, Alaska
Native villages, and/or tribal communities.

[] Yes
[ No
[l

N/A (Office does not have jurisdiction for prosecuting felony cases occurring in tribal
lands)

16
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New & Emerging Topics — Section D
D1: During 2024, did your office use digital evidence (e.g., body cam, surveillance footage)
throughout the course of a matter or case?

[T Yes
[1 No (skip to D4)

D2: Indicate if your staff reviewed any of the following types of digital evidence during 2024.
Mark (X) only one choice per row.

Yes No

a- Documents (e.g., notes, letters, articles, spreadsheets)

b- GPS and navigation system data

c- Social media posts, including audio and video files

d- Law enforcement body worn camera footage

e- Audio files not including social media or body worn camera
footage

/- Video files not including social media or body worn camera

footage

Other type of digital/multimedia data (please describe):

g

D3: During 2024, did your office use Artificial Intelligence (Al) for any court function (e.g., case
decision-making, note taking during interviews, note taking during internal meetings, performing
data analysis)?

[] Yes
[ No

D4: During 2024, did your office have any of the following specialized prosecution units? Mark
(X) only one choice per row.

Yes No

a- Conviction integrity units/conviction review units
b- Resentencing/Second Look units
c- Prosecutor-led diversion units

d- Special investigation units

e- Hate crime units

/- Domestic violence units

g- Human trafficking units

h- Drug specialty units

i- Vehicular crimes unit

j- Civil rights unit

k- Other (please describe):

17
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D5: During 2024, did your office share data metrics with the public through any of the

following? Mark (X) only one choice per row.

Yes

No

a

Data dashboard

b

Data reports

Public events

d

Other (please describe):

18
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D6: During 2024, did your office provide any direct victim assistance or referrals for victims or
their families that experienced any of the following crimes? Mark ‘N/A’if your office did not
have any victims in the crime type.

Provided...

(select all that apply)
direct victim | referrals for
assistance. victims or
Someone on | their families.
your staff Someone on
provided your staff
victim connected the
assistance person with
(formally an outside
trained or organization.
otherwise).

Did not provide
direct victim
assistance or
referrals.

Had victims of
these crimes but
did not provide or
referred to any
assistance.

N/A

Did not
have any
victims in
the crime
type.

Child physical and
sexual abuse and
violence against
youth

Domestic or family
violence

Elder abuse

Hate crime
victimization (i.e.,
basis for crime is
related to race,
religion, disability,
sexual orientation,
ethnicity, gender, or
gender identity)

Homicide support
(family
members/co-victims
of homicide)

Human trafficking

g_

Sexual assault

h-

Other (please
describe):

Time survey completed:

Number of individuals consulted:

19
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Notes (Optional)

Question numbers that were burdensome and why.

Question numbers that were unclear.

Question numbers that required other staff members’ input.

Other feedback on survey.

April 2025
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Attachment B

Initial email to office leader to recruit CPO cognitive test participants:
Dear [NAME OF OFFICE LEADER],

Greetings! We are reaching out to request your office’s participation in a pretest of the Census of
Prosecutor Offices (CPO) survey. The CPO survey was developed in consultation with prosecutorial leaders
to collect important information on general office information including expenditures, staffing, and
caseloads. This census is being conducted on behalf of the U.S. Department of Justice’s Bureau of Justice
Statistics (BJS) by a team of researchers from the Urban Institute.

Your office is one of 20 offices invited to participate in the pretest. Feedback from prosecutors working in
varying types of offices is vital to developing a census questionnaire that captures timely and accurate
information. We hope that you, or your delegate, will participate in the following pretest activities:

o Complete the approximately 45-60-minute CPO questionnaire.

o Note questions that are unclear, those that need multiple staff to provide a response to, and those
that are a high time burden.

o Participate in a 45-60-minute debriefing phone call about 7-10 days after completing the CPO
guestionnaire where you will be asked about your feedback on the questionnaire.

This is the cognitive test portion of the census project, and it is important that we ensure the questions
are easy to understand, response options are adequate, and questions are not overly burdensome prior
to the full implementation of the census later this year This is voluntary, though we hope that you will
agree to participate.

BJS is authorized to conduct this data collection (34 U.S.C. § 10132) and may only use the information it
collects for statistical or research purposes (34 U.S.C. § 10134). BJS may not publicly release data in a way
that could reasonably identify a specific private person (34 U.S.C. § 10231). Any person who violates these
provisions may be punished by a fine up to $10,000, in addition to any other penalties imposed by law.
Further, per the Cybersecurity Enhancement Act of 2015 (6 U.S.C. § 151), federal information systems are
protected from malicious activities. The BJS Data Protection Guidelines provide information on how BJS
protects data.

To participate in the pretest, please respond to this email with your consent. A member of our team will
follow-up with instructions and the survey so you can begin the process.

We are grateful for your support!
Thank you,

Andreea Matei

Senior Policy Associate, Urban Institute
Email: CPO2024@urban.org

Phone: (202) 261-5477



https://bjs.ojp.gov/sites/g/files/xyckuh236/files/media/document/bjs_data_protection_guidelines.pdf



Call to office leader to recruit CPO cog test participants when unresponsive to email outreach
Hello, may | please speak with (INSERT CHIEF PROSECUTOR NAME)?

Hello, my name is and I’'m calling from Urban Institute. About two weeks ago, we emailed you
requesting your participation in a pretest of the Census of Prosecutor Offices. Did you receive that email?

No, | did not receive that email.

Ok, let me give you some background on the census and then I'll confirm your email. The
Census of Prosecutor Offices is being conducted on behalf of the U.S. Department of
Justice’s Bureau of Justice Statistics (BJS) by a team of researchers from Urban Institute.
This survey was developed in consultation with prosecutorial leaders to collect important
information on general office information including expenditures, staffing, and caseloads.
Can you confirm that your email is [INSERT CHIEF PROSECUTOR EMAIL ADDRESS]?

Are you interested in pretesting the survey for us?
No, | cannot participate.
No problem at all. Thank you.
Yes, | can participate.
Great! To participate in the pretest, we would need you to:

o Complete the CPO questionnaire which will take about 60 minutes.

o Provide feedback on any questions that are unclear, those that need
multiple staff to provide a response to and those that are a high time
burden.

o Participate in a 45-60 minute debriefing phone call about 7-10 days
after completing the CPO questionnaire where you will be asked
about your feedback on the questionnaire.

A member of our team will follow-up with instructions and the survey so
you can begin the process. As a reminder, your participation in this survey
is voluntary and confidential. Your responses will not be shared with
anyone outside of our research team, and you can refuse to answer
guestions or stop the survey at any time.

Thank you for your time!

Yes, I did receive that email.
Great! Are you interested in pretesting the survey for us?
No, | cannot participate.
No problem at all. Thank you.
Yes, | can participate.

Thank you. A member of our team will follow-up with instructions and
the survey so you can begin the process. As a reminder, your participation





in this survey is voluntary and confidential. Your responses will not be
shared with anyone outside of our research team, and you can refuse to
answer questions or stop the survey at any time.

Thank you for your time!
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Attachment C

Personalized email to respondent containing census and instructions

Dear [RESPONDENT NAME],

Thank you for agreeing to take and provide feedback on the Census of Prosecutor Offices (CPO) survey!
We are grateful for your time and certain that your input will make the questionnaire better.

We request that you do the following:

e Complete the attached survey (should take approximately 45-60 minutes) by one of the following
methods:

o Complete the survey by highlighting your answers in Adobe, if you are able to, and
return via email.

o Print out the survey, complete by hand, scan and return to CPO2024@urban.org via
email.

o Complete the hard copy of the survey that will arrive at your office in the next week and
return either via scanning and emailing to CP02024@ urban.org or through the provided
self-addressed stamped envelope.

e As you are completing the survey, please note any questions that are unclear, particularly
challenging and why, as well as those questions that need multiple staff to provide a response
to, and those that are a high time burden in the notes section at the end of the survey. Please
also consider and note which sections/questions would produce the data that is of most interest
to you.

e Track and record how long it takes you to complete the survey. Please include the time needed
for any consultation in that time calculation.

Should you find a question too difficult to answer, please make a note of the question, why it is difficult
to answer, and the estimated time it would take to answer. Please note that an online and paper version
of the survey will be available for the full implementation but at this time, we are focusing on the content
only and have attached the PDF version for your completion.

Once we receive your completed response, we will follow-up to schedule a time to discuss the
guestionnaire, which we estimate will take approximately 45-60 minutes of your time. We need to receive
your completed questionnaire by [specify date].

Thank you,

Andreea Matei

Senior Policy Associate, Urban Institute
Email: CPO2024@urban.org

Phone: (202) 261-5477



https://www.adobe.com/acrobat/hub/how-to-highlight-a-pdf.html#:%7E:text=Click%20and%20drag%20the%20cursor%20to%20select%20the%20area%20of,new%20tool%20box%20will%20appear

mailto:CPO2025@urban.org

mailto:CPO2025@urban.org
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Attachment D

Cognitive test debriefing interview phone script

Hello, my name is and I’'m calling from Urban Institute about the Bureau of Justice Statistics’
Census of Prosecutor Offices questionnaire that you recently completed.

Is this still a good time to talk? [If not, reschedule while on the phone!]

Great, so let me walk you through the basic process of how the debriefing will work. We'll go through the
major sections of the census, and for each section, I'll ask you if there were any particular questions in
that section that you thought had issues with: clarity or wording, response choices, or the level of difficulty
with providing the information requested.

We will also talk about how long it took you to complete the census and review your responses to the
feedback questions.

With your permission, | would like to audio-record our conversation. This will allow me to concentrate
on what you are saying instead of relying on notes | take while you’re talking. I'll use the recording to
help me write a summary of our conversation. It will not be used for any other purpose.

If you are willing to take part in the study and allow me to audio-record our conversation, please provide
your verbal approval before we continue.
Record permission: Yes, proceed No, discontinue

Do you have any questions before we proceed?

CENSUS QUESTION REVIEW

We will go through each section of the census, and probe to see if there were:

e Any questions that were unclear or confusing or any terminology that needed to be better
defined,

e Any response options that were unclear, confusing, overlapping, or missing,

e Any requested information that was not available and could not be reasonably provided. If not
able to provide: What steps would be necessary to get the information? How long do you think
that would take?

Inquiries on Specific Questions

Section A: Respondent feedback (record question numbers and feedback, prior to asking about A11
- A15)

e A9/A17: Did you have difficulty getting this information? Are there any race and/or ethnicity
categories you were not able to report on?

e A11-13/A19-21 ask for slightly different things regarding staffing levels (i.e., # of prosecutors that
left, were hired, and vacant positions). Were you able to provide this information? What is the
difficulty in providing this information? Which of these metrics was the most difficult to answer?

e A14/A22: (on attorney salaries). Are you able to provide this information? What is the difficulty
with providing this information?

e A15/A23: How difficult was it to get this information? Is there an easier/less burdensome way to
obtain this information?

e A25: s this the correct terminology for child support staff? Should it be child support enforcement
instead?





Section B: Respondent feedback (record question numbers and feedback, prior to asking about B2)

e B2: We ask about expenditures not budget. Is our definition clear? How did you arrive at your
number? l.e., are those allocated costs or what you actually spent? Are you able to break down
expenditures into only criminal work, as our definition calls for (and omit civil work)?

Section C: Respondent feedback (record question numbers and feedback, prior to asking Section C
generally and C2, C4, and C6)

e Section C generally: Are our definitions of cases and matters clear? Do they make sense to you?
If not, how would you define them? How do you count cases?

e (C2: How difficult was this table to fill out? Are you able to count matters? Or do you only track
cases? Can you drill things down into categories a, b, and c (felony, misdemeanor, and other
matters)? What do you put into category c? Would it be easier to answer this question for all
matters reviewed rather than breaking it down by felony misdemeanor and other? Do you define
“other matters” similarly to our definition?

e (C4: What did you include as “other” resolutions?

e (6: Is our definition of cases pendingcorrect? How would you define it? And how difficult is this
question to answer?

Section D: Respondent feedback (record question numbers and feedback, prior to asking D7)

e DG6: Are these service topics clear and distinct? Do the categories make sense? Is this question
difficult to answer/does it take a long time to answer? Why or why not?

OVERALL GENERAL QUESTIONS

e [If respondent did not record the start and stop time for the survey] How long did the census
take you to complete?

e Did you need to share the census questionnaire with others in or outside of your office to
complete any of the questions? If so, how many other staff members needed to provide
information for the instrument? What were the roles of the other staff members needed to
provide information for the instrument?

e Which questions were particularly hard to answer? Which questions took the longest? Why did
those questions take the longest?

e Were there any questions that were not appropriate or not applicable to your office?

e  Which section/questions would produce the data that is the most interesting to you?

e Are there any other improvements to the census that you would recommend that we make?

e |nyour opinion, how long should we give prosecutor offices to complete the census before
following up with them?

e Throughout the survey, respondents are asked to answer questions as of December 31%, by
calendar year, and fiscal year (as defined by each office). Was this confusing at times? If so,
where? Would it be easier to answer any questions based on a different time period than was
referenced?





In your opinion, what mode of communication would be most effective in following up to remind
respondents to complete the census? Phone call, text, email, or regular mail?

Thank you so much for the time you’ve dedicated to reviewing and improving the CPO instrument. If you
think of anything else you’d like to note about the survey, please don’t hesitate to reach back out to me

via phone or email. Thank you again.
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Attachment E

Thank you email to CPO cognitive test participants
Dear (NAME),

On behalf of the U.S. Department of Justice’s Bureau of Justice Statistics (BJS) and Urban Institute, we
would like to thank you for your participation in the pretest of the Census of Prosecutor Offices (CPO). We
truly appreciate your support in completing the CPO questionnaire and your willingness to provide
feedback about the instrument, as your input is critical for informing the full-scale implementation of this
census.

If you have any questions, please do not hesitate to contact us at (phone number) or by email at
CP0O2024@urban.org.

Sincerely,

Andreea Matei

Senior Policy Associate, Urban Institute
Email: CPO2024@urban.org

Phone: (202) 261-5477



https://bjs.ojp.gov/data-collection/national-survey-prosecutors-nsp

mailto:CPO2025@urban.org
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Attachment F

Initial email to office leader to recruit CPO usability test participants:

Dear [NAME OF OFFICE LEADER],

Greetings! We are reaching out to request your office’s participation in a usability test of the Census of
Prosecutor Offices (CPO) survey. The CPO survey was developed in consultation with prosecutorial leaders
to collect important information on general office information including expenditures, staffing, and
caseloads. This census is being conducted on behalf of the U.S. Department of Justice’s Bureau of Justice
Statistics (BJS) by a team of researchers from Urban Institute.

Your office is one of 5 offices invited to participate in the usability test. Feedback from prosecutor offices
accessing the survey using a variety of devices and providing answers unique to their office is vital to
identifying outstanding technical issues. We hope that you, or your delegate, will participate in the
following usability test activities:

Complete the approximately 60-minute* CPO online questionnaire.
Note any issues with opening or completing the survey such as questions that do not display
properly on your device or challenges inputting or selecting answer choices.

e Participate in a 30 minute debriefing phone call about 2-10 days after completing the CPO survey
where you will be asked about any technical issues encountered while answering questions or
advancing through the survey.

This is the usability test portion of the census project, and it is important that we ensure the questionnaire
operates as expected. This is voluntary, though we hope that you will agree to participate.

To participate in the usability test, please respond to this email with your consent. A member of our team
will follow-up with the survey link so you can begin the process.

We are grateful for your support!
Thank you,

Andreea Matei

Senior Policy Associate, Urban Institute
Email: CPO2024@urban.org

Phone: (202) 261-5477

*to be adjusted based on the responses and adjustments to the cognitive test





Call to office leader to recruit CPO usability test participants when unresponsive to email outreach

Hello, may | please speak with (INSERT CHIEF PROSECUTOR NAME)?

Hello, my name is and I’'m calling from Urban Institute. About two weeks ago, we emailed you
requesting your participation in a usability test of the Census of Prosecutor Offices. Did you receive that

email?

No, | did not receive that email.

Ok, let me give you some background on the census and then I'll confirm your email. The
Census of Prosecutor Offices is being conducted on behalf of the U.S. Department of
Justice’s Bureau of Justice Statistics (BJS) by a team of researchers from Urban Institute.
This survey was developed in consultation with prosecutorial leaders to collect important
information on general office information including expenditures, staffing, and caseloads.

Can you confirm that your email is [INSERT CHIEF PROSECUTOR EMAIL ADDRESS]?

Are you interested in testing the survey for us?

No, | cannot participate.

No problem at all. Thank you.

Yes, | can participate.

Great! To participate in the usability test, we would need you to:

O

O

Complete CPO online questionnaire which will take about 60
minutes®.

Note any issues with opening or completing the survey such as
guestions that do not display properly on your device or challenges
inputting or selecting answer choices.

Participate in a 30 minute debriefing phone call about 2-10 days after
completing the CPO questionnaire where you will be asked about any
technical issues encountered while answering questions or
advancing through the survey.

A member of our team will follow-up with instructions and the survey link
S0 you can begin the process. As a reminder, your participation in this
survey is voluntary and confidential. Your responses will not be shared
with anyone outside of our research team, and you can refuse to answer
questions or stop the survey at any time.

Thank you for your time!

Yes, I did receive that email.

Great! Are you interested in testing the survey for us?

No, | cannot participate.

No problem at all. Thank you.

Yes, | can participate.





Thank you! A member of our team will follow-up with instructions and
the survey link so you can begin the process. As a reminder, your
participation in this survey is voluntary and confidential. Your responses
will not be shared with anyone outside of our research team, and you can
refuse to answer questions or stop the survey at any time.

Thank you for your time!

*to be adjusted based on the responses and adjustments to the cognitive test
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Attachment G

Personalized email to respondent containing census link and instructions

Dear [RESPONDENT NAME],

Thank you for agreeing to test the Census of Prosecutor Offices (CPO) survey! We are grateful for your
time and certain that your input will make the questionnaire better.

We request that you do the following:

e Complete the survey (should take approximately 60 minutes*) by clicking on the link below:
[INSERT HYPERLINK]
e As you are completing the survey, please make note of specific question numbers where you
encounter challenges. Specifically, we are interested in:
o difficulty opening the survey
display issues
difficulties encountered when inputting free text
loss of responses/data after closing the survey
ease of navigating through the survey
o ability to share the survey with colleagues to complete questions
e Please also take note of how long it took to complete the survey.

O
O
O
O

If you encounter difficulties advancing through the survey or need additional assistant, please reach out
to CPO204@urban.org.

Once we receive your completed response, we will follow-up to schedule a time to discuss the survey,
which we estimate will take approximately 30 minutes of your time. We need to receive your completed
questionnaire by [specify date].

Thank you,

Andreea Matei

Senior Policy Associate, Urban Institute
Email: CPO2024@urban.org

Phone: (202) 261-5477

*to be adjusted based on the responses and adjustments to the cognitive test



mailto:CPO204@urban.org
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Usability test debriefing interview phone script

Hello, my name is

Attachment H

and I'm calling from Urban Institute about the Bureau of Justice Statistics’

Census of Prosecutor Offices questionnaire that you recently completed.
Is this still a good time to talk? [If not, reschedule while on the phone!]

Great, so let me walk you through the basic process of how the debriefing will work. We'll go through the
major sections of the census, and for each section, I'll ask you if there were any particular issues you
encountered such as: problems opening the survey, problems selecting more than one option, inputting
a free text response, display issues, the compatibility of the instrument with your device, closing out of
the survey and coming back to where you left off.

With your permission, | would like to audio-record our conversation. This will allow me to concentrate
on what you are saying instead of relying on notes | take while you’re talking. I'll use the recording to
help me write a summary of our conversation. It will not be used for any other purpose.

If you are willing to take part in the study and allow me to audio-record our conversation, please provide
your verbal approval before we continue.
Record permission: Yes, proceed No, discontinue

Do you have any questions before we proceed?

sw

How long did it take you to complete the survey?
Did you use a computer or a mobile phone to complete the survey?
a. If computer, what internet browser did you use?
b. If mobile phone, what kind of mobile phone do you have (e.g., Apple, Samsung,
Google)?
Did you have any problems opening the survey?
Did you have any problems completing the survey? (probe to determine problem or problems)
Are there any questions that you think did not display properly (e.g., screen seemed to cut off,
not obvious to scroll for more response options)? (probe to determine problems)
Did you share the survey link with anyone else in your office?
a. Ifso, did that process go smoothly?
b. Ifthere were issues sharing the survey, can you describe what happened when you
shared the link?
Did you experience any other technical difficulties completing the survey?
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Attachment |

Thank you email to CPO usability test participants
Dear (NAME),

On behalf of the U.S. Department of Justice’s Bureau of Justice Statistics (BJS) and Urban Institute, we
would like to thank you for your participation in the usability test of the Census of Prosecutor Offices (CPO).
We truly appreciate your support in completing the CPO questionnaire and your willingness to provide
feedback about the functionality of the instrument, as your input is critical for informing the full-scale
implementation of this census.

If you have any questions, please do not hesitate to contact us at (phone number) or by email at
CP0O2024@urban.org.

Sincerely,

Andreea Matei

Senior Policy Associate, Urban Institute
Email: CPO2024@urban.org

Phone: (202) 261-5477



https://bjs.ojp.gov/data-collection/national-survey-prosecutors-nsp

mailto:CPO2025@urban.org
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