
IN THE CIRCUIT COURT OF COLE COUNTY, MISSOURI
19TH JUDICIAL CIRCUIT

MUNICIPAL DIVISION - THE CITY OF JEFFERSON

MUNICIPAL COURT OPERATING ORDER #1

Effective Date - August 27.2010

The Court, on its own motion, makes the following General Orders with respect to the
administration of the Court:

I. Court Administrator. The Court Administrator, and all deputy court administrators,
shall be responsible for the orders contained in Paragraphs II through X. The Court
Administrator shall when applicable request the City Finance Department ("City") to assist
the Court Administrator to effectuate applicable provisions ofSections II, III IV V VII VIII
and IX herein. ' ' ' '

II- General Administrative Procedures.

A. Case Numbering. All cases filed by the prosecutor shall be assigned aunique
number and indexed. All forms used by the Court shall be numbered sequentially and
accounted for, including receipt slips, tickets, summons, and complaint forms. (Source-
Supreme Court Operating Rule (COR) 4.04.; payment agreement source State Auditor
recommendation.)

. BJ „. Violation Bureau Schedule. Court Administrator Barbara Schaffer is
TKrt^1 " BUr6aU Ckrk- The Violation Bureau Schedule (which has beenestablished by aseparate court order) shall be prominently displayed at the payment window
so that defendants wishing to pay tickets out of court may view the Schedule. (Source-
Supreme Court Rule (SCR) 37.49.) source.

a,u £'•. SST '̂ The C0UIt Administrat°r shall communicate regularly with the Judgeand he City regarding any budget issues involving the Court. Any budget disputes shall be
resolved through a settlement conference with the Presiding Judge, if neces an-
(Sources: Mo. Constitution, Article II; COR 13.) y

III. Reporting Requirements.

A. Reporting to the City. Within the first ten (10) days ofeach month, the Court
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