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ADMINISTRATION
RULE 1: DIVISIONS OF COURT

Division 1:  Circuit Judge

Division 2:  Circuit Judge

Division 3:  Circuit Judge

Division 4:  Associate Circuit Judge elected in St. Francois County
Division 5:  Associate Circuit Judge elected in St. Francois County
Division 6:  Associate Circuit Judge elected in Madison County
Division 7:  Associate Circuit Judge elected in Ste. Genevieve County
Division 8:  Associate Circuit Judge elected in Washington County

RULE 2: HOURS AND TERMS OF COURT
2.1 HOURS

The circuit clerks’ offices shall be open to the public from 8:00 a.m. to 4:30 p.m., Monday
through Friday. The clerks’ offices are deemed always open for the purpose of filing papers.

22 TERMS

The Circuit Court shall be in continual session as provided by Section 478.205 RSMo. To the
extent that a term of the Circuit Court may be required or specified by these rules, or by any
provision of law, the “terms” of Circuit Court shall be considered as commencing on the dates as
hereafter stated:

a. In Washington County on the first Monday in the months of January and July.

b. In Ste. Genevieve County on the first Tuesday in the months of January and July.

C. In Madison County on the first Thursday in the months of January and July.

d. In St. Francois County on the first Friday in the months of January, May, and
September.

The Court shall not be required to convene in any county in the circuit on the first day of any
“term” solely because of this rule.

2.3 LAW DAYS

a. The schedule of Law Days shall be maintained and posted in the Clerk’s office in
each county for Divisions I, I, and I11.
b. Special Law Days may be scheduled for taking up any matters designated by the

Court.



2.4 PARTICULAR MATTERS ON PARTICULAR DAYS

An attorney desiring to have a matter heard on a Law Day must request a setting from the judge
or circuit clerk and file a notice of hearing. The request and notice shall be made at least seven
(7) days in advance of the Law Day. Discretion is vested in the judge for hearing any matter on a
day other than as above specified.

RULE 3: PLEADINGS

All pleadings shall conform with Missouri Rules of Court and captioned as set out in “Appendix
A.9’

RULE 4: FILING OF CASES

All pleadings, motions, documents, letters, or other documents for all cases shall be “e-filed” to
the office of the circuit clerk in the appropriate county, except that non-lawyer pro-se parties
shall physically file all such documents in the office of the circuit clerk of the appropriate
county.

RULE 5: FILING FEES, DEPOSITS, AND COSTS
5.1  FILING FEE AND COST DEPOSIT

In all cases filed in this circuit, there shall be deposited with the appropriate circuit clerk the
required fees and costs at the time of filing. The circuit clerk shall maintain and post a list of all
fees and costs so required.

The clerk shall not be required to accept a pleading for filing without payment of the required
fee/cost deposit unless the pleading is accompanied by an application to proceed in forma
pauperis.

Any pleading filed, for which the required fee/cost deposit has not been paid in full, unless
waived by the Court, may be stricken and/or the cause may be dismissed without prejudice.

Unless ordered by the Court, the clerk shall not be required to refund any fees paid upon the
filing of a pleading.

Unless otherwise ordered by the Court, all publication fees shall be paid directly to the publisher
by the party.

Unless otherwise ordered by the Court, all guardian ad litem fees ordered to be paid by a party
shall be paid directly to the guardian ad litem, who shall, upon receipt thereof, file a letter of
satisfaction with the Court for the payment received.

52  COSTSINALL CASES:



a. Insufficient Deposit: In all cases where funds deposited with the clerk are
insufficient to cover costs and fees reasonably expected, the clerk shall determine the amount of
further cost deposit.

b. Security for Costs: A party may file a Motion for Security for Costs. Upon the
hearing of a motion for security for costs, the burden of establishing same shall be upon the party
filing such motion.

C. Court Reporters need not file a motion for security of costs, and may require a
deposit for estimated cost of the transcripts as provided by law.

d. Deposition Costs: Deposition costs will not be taxed as costs by the clerk of the
appropriate Court unless the deposition costs have been certified to the clerk’s office in
accordance with the provisions of Section 492.590 RSMo.

e. Witness Fees: Witness fees shall not be allowed unless a claim is made to the
appropriate clerk by the witness. The attorney causing any witness to be subpoenaed is
responsible for informing the witness of this rule.

5.3  PUBLICATION

Matters requiring publication for service shall be accompanied by an “Affidavit for Service by
Publication,” duly executed by petitioner, or counsel, and designating the choice, if any, of
newspaper.

In sales of foreclosure requiring publication handled directly with the Sheriff’s office, the trustee,
or counsel, shall be responsible for arranging publication of said sale.

54  WAIVER OF FEES

A party may seek leave to proceed in forma pauperis by filing an application therefore. The
application shall include or be accompanied by a sworn statement of income and expense as well
as assets and debts. Applicants in the custody of the Department of Corrections shall also submit
a statement of their inmate account for the prior six (6) months. The application shall be brought
to the attention of the judge for consideration. Upon the hearing of an application to proceed in
forma pauperis, the burden of establishing same shall be upon the party filing such application.

RULE 6: ASSIGNMENT OF JUDGES, CASES, AND TRANSFER OF CASES
6.1  ASSIGNMENT BY LOCAL COURT RULE OR ORDER
The Associate Court Judges shall have concurrent jurisdiction with the Circuit Judges as

provided by statute, Supreme Court Rule, or Local Rules, and shall have jurisdiction to hear any
case assigned by the Presiding Judge.



6.2 INITIAL ASSIGNMENT OF CERTAIN CASES UPON FILING

Upon filing, unless otherwise assigned or ordered by the Presiding Judge as the expedient
administration of justice may require, the following cases shall initially be assigned to the Circuit
and Associate Circuit Judges as set forth herein, and the Circuit Clerk is authorized to
automatically make such assignment consistent herewith.

DIVISION 1

All felony criminal cases with an odd case number. Also, felony criminal cases where the
defendant already has a felony criminal case pending may be initially assigned to the same
division.

Circuit civil cases using a random selection process ordered by the Presiding Judge.

Such other cases or classes of cases as the Presiding Judge may designate.

DIVISION 2

All felony criminal cases with an even case number. Also, felony criminal cases where the
defendant already has a felony criminal case pending may be initially assigned to the same
division.

Circuit civil cases using a random selection process ordered by the Presiding Judge.

Such other cases or classes of cases as the Presiding Judge may designate.

DIVISION 3

All juvenile cases of abuse and neglect, delinquency, and adoption, except: (1) initial hearings,
such as protective custody hearings in abuse and neglect cases, which are required to be heard
within a short time period, may be heard by the Associate Circuit Judge of the County in which
the action is filed; and (2) adoption proceedings in which the person being adopted is not under
the jurisdiction of the Juvenile Court shall be assigned to the Associate Circuit Judge in which
the action is filed.

Felony criminal cases in which the other Circuit Judges have both been disqualified.

Circuit civil cases using a random selection process ordered by the Presiding Judge.

Such other cases or classes of cases as the Presiding Judge may designate.

DIVISION 4

All probate cases filed in St. Francois County.



Domestic relations cases filed in St. Francois County with an even case number.

Municipal ordinance violations for municipalities in St. Francois County that have not made
provision for their own municipal judge.

Such other cases or classes of cases as the Presiding Judge may designate.

DIVISION 5

All cases filed in St. Francois County for unlawful detainer, rent and possession, replevin,
mechanic’s liens, small claims, review of driver’s license revocations, hardship driving
privileges, and limited driving privileges, and all other proceedings authorized to be heard by an
Associate Circuit Judge pursuant to Chapter 517, RSMo.

Domestic relations cases filed in St. Francois County with an odd case number.

All criminal cases in St. Francois County for misdemeanors and infractions, and preliminary
hearings in felony cases.

Such other cases or classes of cases as the Presiding Judge may designate.

DIVISION 6

All cases filed in Madison County for unlawful detainer, rent and possession, replevin,
mechanic’s liens, small claims, review of driver’s license revocations, hardship driving
privileges, and limited driving privileges, and all other proceedings authorized to be heard by an
Associate Circuit Judge pursuant to Chapter 517, RSMo.

All domestic relations cases filed in Madison County.

All probate cases filed in Madison County.

All criminal cases in Madison County for misdemeanors and infractions, and preliminary
hearings in felony cases.

Municipal ordinance violations for municipalities in Madison County that have not made
provision for their own municipal judge.

Such other cases or classes of cases as the Presiding Judge may designate.

DIVISION 7

All cases filed in Ste. Genevieve County for unlawful detainer, rent and possession, replevin,
mechanic’s liens, small claims, review of driver’s license revocations, hardship driving

privileges, and limited driving privileges, and all other proceedings authorized to be heard by an
Associate Circuit Judge pursuant to Chapter 517, RSMo.



All domestic relations cases filed in Ste. Genevieve County.
All probate cases filed in Ste. Genevieve County.

All criminal cases in Ste. Genevieve County for misdemeanors and infractions, and preliminary
hearings in felony cases.

Municipal ordinance violations for municipalities in Ste. Genevieve County that have not made
provision for their own municipal judge.

Such other cases or classes of cases as the Presiding Judge may designate.

DIVISION 8

All cases filed in Washington County for unlawful detainer, rent and possession, replevin,
mechanic’s liens, small claims, review of driver’s license revocations, hardship driving
privileges, and limited driving privileges, and all other proceedings authorized to be heard by an
Associate Circuit Judge pursuant to Chapter 517, RSMo.

All domestic relations cases filed in Washington County.

All probate cases filed in Washington County.

All criminal cases in Washington County for misdemeanors and infractions, and preliminary
hearings in felony cases.

Municipal ordinance violations for municipalities in Washington County that have not made
provision for their own municipal judge.

Such other cases or classes of cases as the Presiding Judge may designate.
6.3  ASSIGNMENT OF CERTAIN CASES

a. Any proceeding for post-judgment relief, motions to modify, post-trial motions
concerning execution and garnishment, or motions for post-conviction relief shall be assigned to
the division of the judge who rendered the judgment.

b. An Associate Circuit Judge, even if the judge who accepted a waiver of
preliminary hearing in the case, with the consent of the parties, may take the felony plea in that
case and enter judgment and sentence, and if the case involves a felony probation, may then have
the case transferred to a Circuit Judge for supervision of the felony probation.

6.4  SPECIAL ASSIGNMENT



The Presiding Judge may assign any Circuit Judge or Associate Circuit Judge to hear any case or
class of cases as the Presiding Judge may designate and may assign judges to divisions. By this
section the Presiding Judge shall not, however, be authorized to make the following assignments:
(a) assign a municipal judge to hear any case other than to initially hear a municipal ordinance
violation case of the municipality which makes provision for its own municipal judge and for
compensation of such municipal judge on special assignment; or (b) assign a case to a judge
contrary to the provisions of Supreme Court Rules.

6.5 DISQUALIFICATION OF JUDGE

In all cases where a party files a Motion for Change of Venue, or a Motion, Affidavit, or
Disqualification, or for Change of Judge, the party or his attorney is ordered to provide the
Presiding Judge with a copy of said Motion, Affidavit, or Disqualification, and to set out in said
document any pending hearings or trial scheduled in said cause.

The clerk is ordered to bring said Motions, etc. immediately to that particular judge’s attention.
The clerk or judge shall then notify the Presiding Judge whenever an order granting change of
venue or disqualification is entered.

6.6 ABSENCE OF CIRCUIT OR ASSOCIATE JUDGE

In the absence of a Circuit Judge of any division, any other Circuit Judge may, during such
absence, sit as the judge of that division and perform all the duties of the absent judge.

In the absence of the Associate Circuit Judge of any division, any other Associate Circuit Judge
or Circuit Judge may, during such absence, sit as the judge of that division and perform all the
duties of the absent judge.

In the absence of the Circuit Judge or Associate Circuit Judge of any division, any other Circuit
Judge or Associate Circuit Judge may, during such absence, execute any search warrants, arrest
warrants, or other writs that need to be acted upon during the absence of that judge.

6.7 ABSENCE OF PRESIDING JUDGE

In the event the Presiding Judge is, from time to time, absent from the circuit, or is disabled, or
disqualified from acting in the capacity of Presiding Judge in any case or matter whatsoever;
then, during any such period of absence or disability or disqualification, the Circuit Judge of the
lowest-numbered division then available shall be the Acting Presiding Judge and may exercise
the responsibilities prescribed by law for Presiding Judges. Anything herein to the contrary
notwithstanding, this rule shall not be interpreted as intending to apply to the type of
disqualification referred to in sub-paragraph 1 of Section 478.240, RSMo and in Article 5,
Section 24 of the Missouri Constitution.

RULE 7: WITHDRAWAL OF PAPERS FROM CLERK’S OFFICE

71  WHEN ALLOWED



No official files of the Circuit Court or any division thereof shall be removed from said office
except in the custody of employees of the Circuit Court or officers of the Court as specifically
authorized by any judge.

7.2 DUPLICATING POLICY

Requests for copies of Court records should be directed to the clerk in charge of said records. No
charge shall be made for copies of documents furnished to any city, county, state agency, or state
department. The Circuit Clerk of each county may set the rates for charges for copies of
documents, subject to the approval of the Circuit Court, en banc.

RULE 8: DOCKETING OF CASES
8.1 PUBLICATION OF DOCKETS

The Circuit Clerk shall prepare a docket of all civil and criminal cases that are scheduled on Law
Days or other docket days.

8.2 DISMISSAL DOCKETS

a. The Circuit Clerk shall, on or about June 1 and December 1 of each year, prepare
a dismissal docket of all civil and criminal cases pending in which no activity has been noted on
the docket sheet for six (6) months. Unless good cause is shown why the case should not be
dismissed, the Court shall dismiss the case without prejudice for failure to prosecute.

b. The Court may, at its discretion, schedule dismissal dockets for any cases in
which insufficient activity has been noted on the docket sheet for one (1) year. Unless good
cause is shown why the case should not be dismissed, the Court shall dismiss the case without
prejudice for failure to prosecute.

C. In all civil and criminal cases in which no activity has been noted on the docket
sheet for at least two (2) years, the Court may at its discretion order the dismissal without
prejudice of any such cause summarily and without notice.

RULE 9: COURTROOM AND PROCEDURE

9.1 ASSIGNMENT OF COURTROOMS - (No Local Rule)
9.2 PLACE OF HEARINGS - (No Local Rule)

9.3 USE OF COUNSEL TABLE - (No Local Rule)

94 COURTROOM DECORUM AND DRESS



No person shall be allowed to have any electronic device in the courtroom that is not powered
off and stored at any time without prior permission of the presiding judge or judge of the division
in which a proceeding is being held, except that court personnel and attorneys may have such
devices for professional court-related business purposes.

The sheriff (or bailiff) and a clerk shall be in the Courtroom at all times when Court is in session,
unless otherwise ordered by the judge. The sheriff (or bailiff) shall maintain order in the
Courtroom and enforce the rules of decorum as set by these rules and the judge.

The clerk, from time to time as required by the Court, shall administer oaths to the sheriff and
deputies.

RULE 10: COURT REPORTERS AND COMPENSATION FOR SAME
See Rule 23.
RULE 11: RECORDING OF JUDICIAL PROCEEDINGS
All persons, except those authorized by the Court to preserve the record, shall refrain from
broadcasting, televising, making any audio or video recording, or taking photographs in the
Courtrooms or in the corridors and stairways adjacent thereto without the prior permission of the
presiding judge or the judge of the proceeding being held in the particular courtroom.
RULE 12: MONIES PAID INTO COURT - (No Local Rule)
RULE 13: COMMUNICATIONS WITH COURT
13.1 ORAL COMMUNICATIONS WITH COURT
The Court will not permit private interviews, arguments, or communications where all interests
which may be affected thereby are not represented except in cases where provision is made by
law for ex parte application. Any such attempt will be summarily terminated by the Court.
13.2 WRITTEN COMMUNICATIONS WITH COURT
Any attorney or party sending a written communication to the Court shall supply a copy of said
communication to the opposing counsel. Any communication or pleading not provided to
opposing counsel or party shall be deemed not filed and shall not be considered.

GENERAL RULES
RULE 21: ATTORNEYS

21.1 RESOLUTION OF CONFLICING TRIAL SETTINGS



An attorney upon discovering a conflict in trial setting shall immediately notify the judge of said
conflict.

21.2 ENTRIES OF APPEARANCE

Entries of Appearance shall be written with the caption of the case thereon. Any filing in a case
on behalf of a party without a formal Entry of Appearance shall be deemed a general entry of
appearance by the attorney for that party.

21.3 CONDUCT OF ATTORNEYS - (No Local Rule)
214 WITHDRAWAL OF ATTORNEYS

An attorney requesting to withdraw shall file a written motion requesting leave of court to do so.
A copy of the motion and notice shall be served upon all parties, including the client from whose
employ the attorney is seeking leave to withdraw, in the manner provided by Supreme Court
Rule 43.01. The last known address of the client shall be plainly set out in the motion or the
certificate of service thereon.

The attorney must appear in open Court and call up the motion at the time specified in the notice.
If the case is a criminal case, it shall be the duty of the client to appear in person. If the client
fails to appear, and if the attorney is granted leave to withdraw, the attorney shall immediately
notify his former client by letter of the attorney’s withdrawal and shall send a copy of the letter
to the clerk. Such letter shall advise the former client of any scheduled Court proceedings or
pleading deadlines in the case.

In criminal cases, an attorney who has not previously withdrawn prior to sentencing shall be
considered to have withdrawn from representation of the defendant upon sentencing unless the
attorney files a notice of appeal.

Notwithstanding the provisions set forth above, if the client is represented by more than one
attorney, and one of the attorneys files a motion for leave to withdraw, the Court may grant such
motion without a hearing. Furthermore, if one attorney is withdrawing and being replaced by
another attorney, the withdrawing attorney may so indicate in the motion, and if accompanied by
an entry of appearance from the new attorney, or if both the withdrawing attorney and entering
attorney have signed a substitution of counsel, the Court may grant the motion without a hearing.

21.5 FAILURE OF ATTORNEY TO ANSWER DOCKET CALL

In cases where attorneys are not present for the call of the docket, the Court may take action as it
deems appropriate, including ruling on motions and the setting of cases for trial or hearing.
Counsel not present at the docket call are responsible for obtaining information on any action
taken at the docket call from the clerk.

21.6 APPOINTMENT OF ATTORNEYS — (No Local Rule)

10



21.7 AGREEMENT OF ATTORNEYS

No stipulation or agreement between parties or attorneys in a pending cause will be recognized
unless made in writing and filed with the clerk or made orally on the record.

21.8 ADVICE TO CLIENTS AND WITNESSES OF COURTROOM PROCEDURES

Each attorney shall advise all clients and witnesses as to the formality of the Court, including
proper attire, and seek their cooperation therewith.

When the rule as to witnesses is invoked, each attorney shall see that the witnesses comply with
that rule. If any witness violates the rule, whether willfully or otherwise, such witness shall not
be permitted to testify, except by consent of opposing counsel or unless the Court, in its own
discretion, rules that under all the circumstances to be considered justice requires such testimony
be received.

RULE 22:  APPOINTMENT OF GUARDIAN AD LITEM

Whenever a guardian ad litem is appointed by the Court pursuant to statute, rule, or motion, the
guardian ad litem shall abide by the current standards for guardians ad litem adopted by the
Missouri Supreme Court and any additional standards set by local rule or the judge presiding in
the matter appointed.

RULE 23:  TRANSCRIPTS
23.1 REQUESTS FOR TRANSCRIPTS OF PROCEEDINGS

Transcript from Court Reporter: In any matter where the record was maintained by an official
Court reporter or special Court Reporter, all orders for transcripts on appeal or of the testimony
of any witness(es) shall be made in writing to that reporter. The reporter’s acceptance of service
of such order shall be filed with the appropriate clerk. All applications for extension of time to
file transcripts shall show the date the same was ordered. Preparation of any transcript on appeal
by an official Court Reporter shall not begin until the person ordering such makes a cash deposit
with the reporter of such amount as the reporter reasonably estimates such transcript will cost. In
the event any cash deposit exceeds the cost of the transcript ordered, the excess shall be refunded
to the person who ordered the transcript upon its completion. In the event the deposit is
insufficient to pay for a transcript, the remaining unpaid portion of the cost shall be due upon the
delivery of the transcript to the person who ordered it. Payment will be made directly to the
reporter.

Transcript from Electronically Recorded Proceedings: Any person wishing to obtain an official
transcript of a record preserved by electronic recording device must request a copy of the
recording to be made by the Office of the State Courts Administrator. The request shall be made
in writing to the clerk of the county in which the proceeding was heard. Preparations for a
transcript of a record preserved by electronic recording device shall not begin until the clerk is
paid a sum sufficient to cover the estimated cost of this work. The estimated cost will be based

11



on rates authorized for transcripts prepared by an official Court Reporter. It is the responsibility
of the requesting party to pay this amount upon being presented with a bill by the clerk. The
clerk will process the request upon payment of the appropriate fee.

Audio Recordings: Any person wishing to listen to or make an unofficial transcript of a record
preserved by electronic recording device must request a copy of the recording to be made by the
clerk of the county in which the proceeding was heard. Preparations for a copy of the recording
shall not begin until the clerk is paid a sum sufficient to cover the estimated cost of this work.
The deposit required will be based on the estimated cost of having the clerk personnel supervise
the copying of the recording. It is the responsibility of the requesting party to pay this amount
upon being presented with a bill by the clerk. The clerk will process the request upon payment of
the appropriate fee.

23.2 TRANSCRIPTS PREPARED FOR PURPOSE OF APPEAL

The court reporter shall prepare a paper and an electronic version of the transcript. The court
reporter shall submit to the circuit clerk an electronic copy of the same to be filed at Level 6.

23.3 TRANSCRIPTS PREPARED FOR PURPOSES OTHER THAN APPEAL

The court reporter shall prepare the transcript as requested by the ordering party. The court
reporter shall submit to the circuit clerk an electronic copy of the same to be filed at Level 6.

RULE 24: EXHIBITS

The attorney is responsible for all exhibits before, during, and after trail. Exhibits should be
marked for identification prior to trial. All exhibits offered during the trial, except depositions,
shall remain in the custody of the attorneys offering the same and shall at all reasonable times be
subject to examination by opposing counsel.

At the conclusion of all trials, except as otherwise provided by the Court, the Clerk is directed to
return to the respective parties all exhibits introduced during the trial. It is the responsibility of
the counsel for each party to retrieve their exhibits from the clerk. Exhibits are to be retained by
the respective parties at least until the time for filing of a “Notice of Appeal” has expired or such
appeal is taken.

PRE-TRIAL MATTERS
RULE 32: DISCOVERY
32.1 USE OF DISCOVERY AND CERTIFICATION TO CIRCUIT DIVISION

No cause will be placed on the trial docket until the case is at issue and all discovery, if any, has
been completed by the party requesting the setting.

32.2 INTERROGATORIES

12



a. Any party propounding interrogatories in a civil action shall set forth each
question in clear and concise language, leaving an appropriate place below each question for an
answer or objection to be inserted. The original and a sufficient number of copies for each party
to the action shall be served upon counsel for the interrogated party, or the party if not
represented. None of these papers are to be filed with the Court at this time.

b. The interrogating party shall prepare a “Certificate of Service” as set out in
Appendix B-1, attach a copy to the interrogatories, and file the original “Certificate of Service”
with the Court at the time the interrogatories are mailed. The “Certificate of Service” shall
include the following information:

1. The party served.

2. The date and manner of service.
3. The designation of the pleading, as first or second interrogatories, etc.
4. The signature of the attorney or party serving the interrogatories.

C. DOMESTIC RELATIONS CASES

Interrogatories are hereby limited in number to twenty-five (25) each interrogatory to contain no
more than six (6) sub parts. Interrogatories numbering in excess of said numbers, or
supplemental interrogatories, may be submitted only by leave of Court first obtained and for
good cause shown.

The Court may impose sanctions as it deems appropriate for violations of this rule after notice
and hearing.

d. ANSWERS TO INTERROGATORIES

1. The answers to interrogatories shall be typewritten in the spaces provided
on the interrogatories. In the event an answer is too lengthy to place in the space provided, it
shall be attached as an appendix and clearly identified.

2. The interrogated party shall prepare an affidavit to be signed by the
appropriate party and attach it as the last page of the interrogatories along with a “Certificate of
Service” as set out in Appendix B-2 and then file the original, answered interrogatories with the
Court, serving a copy upon each party.

e. OBJECTIONS TO INTERROGATORIES
Obijections to certain interrogatories shall be inserted in the place provided for the answers and

the grounds therefore shall be stated in detail. Failure to state the grounds for an objection in
detail may result in the objection being summarily overruled.

13



324 MOTION FOR SANCTIONS

Failure to file answers or objections to interrogatories with the time prescribed by Missouri Rule
of Court Rule 57.01(a), or as extended by Court order, shall be grounds for the sustaining of a
motion for sanctions.

RULE 33: PRE-TRIAL MOTIONS
33.1 HEARING DATES
a. CRIMINAL

1. All pre-trail motions made by either party shall be filed, noticed and heard
no later than seven (7) days prior to the date set for trial.

2. Except for good cause shown, and in unusual circumstances, no motion
shall be filed later than seven (7) days before the trial date. Any motion filed later than seven (7)
days before the trial date shall be subject to automatic denial. In appropriate cases and in the
discretion of the Court, counsel filing same may be subjected to sanctions.

b. CIVIL

Except in St. Francois County which has separate Motion Days, motions requiring notice and
hearing, matters which require testimony for disposition, matters in default, and other
proceedings set specifically by the Court, may be heard and disposed of on Law Days. Matters
requiring notice to opposing parties will be scheduled by the appropriate clerk for disposition
in the order that such notices are received.

33.2 BRIEFS IN SUPPORT OF MOTIONS - WHEN REQUIRED

All motions shall be in writing and accompanied by a written memorandum setting forth the
reasons in support thereof with citations and points relied on. Either party thereafter upon five (5)
days notice may call up said motion for hearing. If no memorandum is filed, then upon notice by
either party, the Court will consider the motion without argument. After submission the Court
may require such memoranda or briefs as the Court may deem advisable. Time to file written
memorandum may be extended by the Court for good cause shown.

33.3 ORAL ARGUMENTS

In the event oral argument in support of motions before the Court is desired, any party, upon five
(5) days notice, may call up a motion for hearing provided a specific date and time is scheduled
with the Circuit Clerk.

33.4 MOTIONS IN LIMINE

14



All motions shall be in writing and accompanied by citations of authority.
335 NOTICES

ALL NOTICES CALLING MATTERS FOR DISPOSITION SHALL STATE THE
ESTIMATED TIME REQUIRED TO DISPOSE OF THE MATTER AND THE NAME(S)
AND ADDRESS(ES) OF ALL OPPOSING COUNSEL IN THE CASE. NOTICES RECEIVED
BY THE CLERK WHICH DO NOT CONFORM TO THIS RULE SHALL BE
DISREGARDED AND THE CASES TO WHICH THEY APPLY SHALL NOT BE CALLED
FOR DISPOSITION.

RULE 34 CONTINUANCES
341 CIVIL CASES

a. An application for continuance shall be made by a written motion accompanied
by an affidavit of the applicant, or some other credible person, setting forth the facts upon which
the application is based, unless the adverse party consents that the application for continuance
may be made orally. For good cause shown, the Court may continue a civil action to a fixed day,
or to a day for trail to be set thereafter.

b. Every continuance granted on the application of a party may be at the cost of such
party, if so ordered by the Court. Said costs may include jurors attendance fees, if any, which are
incurred by reason of a continuance, and may be assessed at the discretion of the Court against
the party requesting said continuance. All applications for continuance shall conform to Missouri
Rule of Court 65.

34.2 CRIMINAL CASES

a. An application for continuance shall be made by a written motion accompanied
by an affidavit of the applicant, or some other credible person, setting forth the facts upon which
the application is based, unless the adverse party consents that the application for continuance
may be made orally.

b. A continuance will be granted only if the Court finds the end of justice served by
taking such an action outweighs the benefits of a speedy trial. For good cause shown, the Court
may continue a criminal case to a fixed day, or to a day for trial to be set thereafter.

C. Every continuance granted on the application of a party may be at the cost of such
party, if so ordered by the Court. Said costs may include jurors attendance fees, if any, which are
incurred by reason of a continuance, and may be assessed at the discretion of the Court against
the party requesting said continuance. All applications for continuance shall conform to Missouri
Rule of Court 24.

RULE 35: PRE-TRIAL CONFERENCES
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Prior to the commencement of any jury trial, the attorneys are requested to appear in Court at
8:30 a.m. in the judge’s chambers for a pre-trail conference.

RULE 36: SETTING CASES FOR TRIAL
36.1 REQUEST FOR TRIAL
a. When a civil case is at issue, either party shall file with the appropriate clerk a

Notice of Readiness certifying that the case is at issue and that the party filing the notice is ready
for trail, stating:

_ 1. The names, addresses and telephone numbers of the trial counsel for all
parties;
2. The specific nature and object of the action;
3. The issue has been jointed between all parties not in default;
4. That discovery, if any, is complete;
5. That all orders of the Court have been complied with;
6. The time estimated to be necessary to try the case;

and thereafter the cause shall be placed on the trial docket.

b. No case will be placed on the trial docket unless written request therefor is
received by the Circuit Clerk, or Division Clerk, not less than ten (10) days before the date on
which the docket is called, and a copy of the request simultaneously furnished opposing counsel
or party.

36.2 DATE OF CALENDAR CALL AND APPEARANCE AT DOCKET CALL

a. Counsel, after filing a proper Notice of Readiness requesting trial setting, shall
appear at the next regular Law Day of the Court for the purpose of receiving a trial setting; or, in
lieu thereof, counsel shall provide the Court and opposing counsel with non-available dates.
Failure of counsel to appear as required above, or who fails to furnish non-available dates, may
cause such case to be stricken from the trial setting docket or, if said case is set, conflicting
setting will not be grounds for a motion for continuance.

b. In the event of no opposition to a Notice of Readiness for a trial setting by

opposing counsel, the Court will, on the next regular Law Day, set a specific day for hearing the
matter.
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C. Cases set for trial are expected to be for disposition on the day set. Cases not tried
on the setting day shall be subject to dismissal by the Court, without prejudice, for lack of
prosecution, or placed on the bottom of the docket thereafter.

RULE 37:  DISMISSALS - (No Local Rule)
SETTLEMENT AND DEFAULT
RULE 41: SETTLEMENT
41.1 NOTICE OF SETTLEMENT
The Court and the clerk shall be notified promptly if a case is settled after it has been set for trial.

RULE 42: DEFAULT

Default matters may be heard on Law Days or Motion days upon proper notice filed with the
Clerk, or as otherwise set by the court clerk.

TRIALS

RULE 51: COURT TRIED CASES
In all Court-tried cases in which Findings of Facts and Conclusions of Law are required, or
properly requested, the parties, through their attorneys, shall submit Proposed Findings of Facts
and Conclusions of Law at the conclusion of the trial, or within a reasonable time as directed by
the Court.
RULE52: SELECTION OF A JURY
52.1 JURY QUESTIONNAIRES

a. A jury questionnaire (or directions on how to fill out the questionnaire
electronically) shall be delivered with the notice along with directions to complete it (and return
it to the clerk’s office if necessary) at a given date.

b. Jury questionnaires shall be available on the day of any jury trial by contacting the
clerk. At the completion of the voir dire examination it is the responsibility of the attorney to

return the jury questionnaires to the clerk.

C. The jury questionnaire is a matter of public record and may be inspected by the
attorneys at any time Court is in session.

d. Attorneys shall not, as part of the voir dire examination, examine a member of the
jury panel to elicit the basic information already contained on the jury questionnaire, without the

17



permission of the Court, except as to events that have occurred since the signing of the
questionnaire.

52.2 SUMMONING A JURY

In every case in which a jury has been ordered by the Court, the sheriff shall, on or before the
fifth calendar day before the trial date (excluding Sundays and legal holidays), summon a jury to
hear the cause. The calling of a jury shall not be cancelled, nor shall a jury summoned be
released except upon written order of the duly assigned trial judge.

RULES53: JURY TRIALS
53.1 INSTRUCTIONS

Prior to the commencement of any jury trial, the attorneys shall prepare jury instructions for
study by the Court (and the Court only), and shall deliver then to the Court at least three (3) days
prior to the commencement of the trial. This rule shall apply to the Prosecuting Attorney in
criminal cases as well.

53.2 ARGUMENTS

An attorney will be given reasonable time for argument and the Court will decide the period of
time allowed. Plaintiff may divide his time between opening and closing argument, but not more
than one-half of his time may be spent in closing. Time may be extended at the discretion of the
Court. Arguments by multiple parties are made in the order named in the pleading unless
otherwise agreed to by the parties or directed by the Court.

RULE54: JUDGMENT ENTRY
541 CONTESTED CASES

Unless otherwise ordered, the attorney for the prevailing party shall prepare the formal order or
judgment and deliver the same to the clerk of the appropriate division within seven (7) days after
the order is made or judgment entered, with a copy of the same contemporaneously provided to
opposing counsel, and the clerk shall record the same. Objections to same may be made as
provided by law, which shall be promptly determined by the Court.

54.2 DEFAULT OR UNCONTESTED CASES

In default or uncontested cases counsel for the prevailing party shall on the day of rendition
present to the Court for its approval the judgment or decree to be entered in the cause. The Court
shall then authorize the clerk to enter judgment as provided therein, or as modified by the Court.
If a modification is made affecting the substantial rights of the parties, the parties shall be
notified forthwith.

RULES RELATEING TO PARTICULAR ACTIONS
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RULE 61: TRANSFER OF CUSTODY, ADOPTION, JUVENILE
61.1 FILING REQUIREMENTS

a. Upon the filing of a petition for adoption or for transfer of custody prior thereto,
and upon application to the Court, the Court will appoint a guardian ad litem for the child sought
to be adopted and order the statutory investigation and report.

b. Before hearing a petition for adoption or for transfer of custody prior thereto,
counsel for petitioner(s) will request a conference with the Court and the guardian ad litem to
verify compliance with the statutory requirements.

C. At the time of filing the petition counsel for the petitioners shall file a “Certificate
of Adoption” (Vital Statistics Report, Section 193.360 RSMo) on a form to be provided by the
clerk and affidavit as required by Section 453.070 RSMo 1989.

61.2 HOME STUDIES

Unless waived pursuant to Section 453.070 RSMo, upon the filing of a “Petition for Adoption,”
the Division of Family Services, or other agency designated by the Court, shall initiate an
investigation of the suitability of the petitioners as parents for said child. Counsel for petitioners
shall prepare an “Order for Home Study” to be signed by the Court. The clerk shall notify the
appropriate agency to conduct such investigation and file a written report thereof.

61.3 STATEMENTS OF INCOME AND EXPENSE AND PROPERTY

In all cases filed in the Juvenile Division in which a petition has been filed under subdivision (1)
of subsection 1 of section 211.031, RSMo and in which a child or children have been removed
from the home, the parents, custodians and all others having a duty to provide support to the
child shall prepare verified financial and income and expense statements using the forms in
appendix C and D to these rules. The financial and income and expense statements shall be filed
with the Court at least five (5) days prior to the adjudicatory hearing, and copies shall be served
on all parties.

RULE 62: DRIVERS CASES

62.1 APPLICATIONS FOR HARDSHIP PRIVILEGES - (No Local Rule)

62.2 PETITIONS FOR REVIEW - (No Local Rule)

62.3 BREATHALIZER TEST - (No Local Rule)

RULE 63:  DIVISIONS PRESIDED OVER BY ASSOCIATE CIRCUIT JUDGES - (No
Local Rule)

19



RULE 64: CASES ARISING UNDER CHAPTERS 207 AND 208 RSMo

Except as otherwise provided in Chapter 208 RSMo, all cases arising under Chapters 207 and
208 RSMo will be filed with the Circuit Clerk.

RULE 65: CIVIL COMMITMENT - (No Local Rule)
RULE 66: CONDEMNATION - (No Local Rule)
RULE 67: CRIMINAL CASES

67.1 PRE-TRIAL RELEASE

In the absence or unavailability of an assigned judge, in order to comply with Rules 21, 22, 29,
and 33 of the Supreme Court, any judge in the Circuit may conduct the initial appearance upon
service of an arrest warrant or the bond review hearing. The Judge conducting the hearing shall
have the authority to modify the conditions of pre-trial release in accordance with the Rules of
Criminal Procedure and the evidence presented. Hearings held under this rule and the Rules of
Criminal Procedure may be conducted in person or by electronic means where necessary.

67.2 DISBURSAL OF CASH BOND PROCEEDS

At the conclusion of any criminal case where cash in the amount of the bond or any part thereof
was posted, the bond funds shall be repaid back to the defendant, except in the event that the
defendant shall have any debt arising out of said case or any other case then pending or having
been previously closed in the county thereof. All sums necessary to satisfy said debt shall be
taken from the amount of the bond posted prior to the release of the remaining funds. Said debts
shall include, but not be limited to, court costs, jail board bills, medical bills incurred while
incarcerated, restitution, probation fees of any other lawful debt incurred while incarcerated or
on bond during the prosecution of any case in the county or while on probation. The withheld
fees shall be applied first to court costs, then to any other funds owed to the county, then to fines
owed in the case, then to restitution and other debts lawfully owed, including any party to which
the defendant had assigned the bond funds. Any remining balance after application of the cash
bond funds to these debts shall then be refunded.

67.5 ARRAIGNMENTS

In all cases which are transferred from the Associate Division to the Presiding Judge for
assignment to a Circuit Division, whether after preliminary hearing in felony cases, for trial de
novo, or for trial by jury, the defendant therein shall appear on the first Law Day or Motion Day
of the Circuit Division to which the case was assigned following the assignment to the Circuit
Division.

If the plea upon arraignment in Circuit Court is not guilty, a date shall be set for the filing and
hearing of all pre-trial motions. Also, the judge will set the case for trial.
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67.12 SEARCH WARRANTS

a. Applications for search warrants pursuant to Chapter 452, RSMo shall be
presented to the Associate Judge in the County in which the warrant is sought (in St. Francois
County, it shall be presented to the Associate Judge in Division V).

b. If the Judge in said division is absent or unavailable, applications may be
presented to any judge of the circuit.

C. Any verified application and affidavits in support thereof for a search warrant
may be by, and any search warrant may be issued by, electronic means.

d. A verified application for search warrant and affidavit in support thereof filed by
electronic means shall have the same effect as the filing of an original document. A search
warrant issued by electronic means shall have same effect as filing of an original documents. The
affiant police officer and prosecuting attorney may sign the application and affidavit by
electronic means or facsimile signature, and the judge may sign the search warrants by facsimile
and/or electronic signature. Said signatures shall have the same effect as an original signature.

e. The officer and/or Prosecuting Attorney’s Office filing an application for search
warrant and affidavit in support thereof by electronic means shall retain or maintain an original
of the application and affidavit. The officer who executes the search warrant shall file the
Inventory Return with the Circuit Clerk of the county where it was issued.

f. Search warrants issued, all applications therefor, and any supporting affidavit or
affidavits shall be confidential records, until the return is made on the warrant or until the
warrant expires, whichever is earlier, and shall not be made available to any other person except
upon written order of the Judge issuing the search warrant or the Presiding Judge.

g. After the return is made on a search warrant or after the warrant expires,
whichever is earlier, the search warrant and application therefor, along with any supporting
affidavit or affidavits accompanying the applications shall be available for inspection as are
records of the court generally, provided that upon application of a party for good cause shown, a
judge may order the warrant, application and any affidavits remain confidential during the
pendency of an ongoing investigation to which these documents relate.

h. Records made confidential by order of a judge pursuant to Subsection 7 shall not
be made available to any person except upon written order of a judge of the circuit.
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RULE 68: DISSOLUTION OF MARRIAGE - DOMESTIC RELATIONS CASES

68. DISSOLUTION OF MARRIAGE, LEGAL SEPARATIONS, PATERNITY &
MODIFICATIONS AND OTHER FAMILY LAW CASES

68.1 Filing Requirements

68.1.a. Vital Statistics Report

68.1.b. Parenting Plan

68.1.c Paternity Court

68.2 Interim Family Law Order

68.3 Forms of Judgment

68.4 Filing of Financial Statements

68.4.a Dissolution Actions - Statements of Property & Income Required

68.4.b Motion to Modify/Paternity - Statements of Property & Income Required
68.4.c Supplemented Statements of Property & Income Required

68.4.d Sanctions May be Ordered - When

68.4.e Consolidated Statement Required — Time

68.4.f Standard Discovery for Use in Contested Family Law Actions

68.4.f.1 Dissolution - Standard Interrogatories Required

68.4.f.2 Motion to Modify, Paternity and Child Support - Standard Interrogatories Required.
68.4.1.3 Parties Required to Exchange Documents

68.4.f.4 Certificate of Service Required

68.4.1.5 Requested Information Shall be Updated Prior to Trial

68.4.f.6 Court May Authorize Additional Discovery and Extend Time for Filing
68.4.f.7 Sanctions May be Imposed for Failure to Comply

68.4.1.8 If Mediation is Ordered

68.5 Pro Se Litigant Awareness Program and Pro Se Pleadings, Forms, and Judgments
68.8 Entry of Judgment Upon Affidavit - Requirements

68.8.a Final Orders Entered - When

68.8.b Affidavit - Filing

68.11 Temporary Child Support

68.11.a Either Parent May Move for Temporary Child Support

68.11.b Verified Motion for Temporary Child Support

68.11.d Copy of Motion to Other Parent

68.11.d Time to Respond — Include Form 14

68.11.e Court May Rule on Motion on Verified Motions and Response

68.11.f Court May Require Hearing

68.11.g The Time Shall Not Be Stayed or Tolled

68.12 Domestic Call Docket and Pre-Trial Conference

68.12.a Call Docket

68.12.b Trial Setting

68.12.c Pre-Trial Conference

68.13 Dismissal by Court

68.14 Employer Information for Automatic Wage Withholding of Child Support and/or
Maintenance
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68.1 FILING REQUIREMENTS

a. Information Sheets Due Upon Filing. Upon filing a Petition for Dissolution of
Marriage, or Legal Separation, a Certificate of Dissolution of Marriage (Vital Statistics Report),
as required by Section 193.360 RSMo available from the clerk’s office, and a Domestic
Relations Case Party Information Sheet, Form 68-A, and a Certificate of Dissolution of
Marriage, Form 68-B, shall be filed. Both Form 68-A and Form 68-B are available on
www.selfrepresent.mo.gov. In cases where there are unemancipated children either an
“Affidavit of Compliance with the Uniform Child Custody Jurisdiction and Enforcement Act, as
set forth in Form 68-M4, shall be filed with the Petition or said information shall be included in
the verified petition.

Upon filing an Answer to a Petition for Dissolution of Marriage or Legal Separation, or a Motion
to Modify, or a Petition to Establish Paternity, Custody and Support, a Domestic Relations Case
Party Information Sheet, as set forth in form 68-A, and either an “Affidavit of Compliance with
the Uniform Child Custody Jurisdiction and Enforcement Act, as set forth in Form 68-M4 shall
be filed, or said information included in a verified answer.

b. Parenting Plan. In all cases wherein a parenting plan is required, the party
submitting a proposed parenting plan shall, either: Submit a fully completed Form 68-A
Parenting Plan.

C. Paternity Count. Due to issues of confidentiality, in any dissolution case in
which paternity of one or more children must be established, a separate count must be plead if
only the two dissolution parties are the alleged parents of a child. If an outside party is alleged as
the natural parent of a child born during the marriage, then a separate case shall be filed to
establish paternity with no filing fee required. The paternity case and the dissolution case shall
automatically be assigned to the same judge for disposition. In order to avoid a separate filing
fee, the attorney filing the paternity case shall be responsible for advising the Clerk of the
companion dissolution case and its case number.

68.2 INTERIM FAMILY LAW ORDER

In all proceedings for Dissolution of Marriage or Legal Separation the Court hereby enters the
Interim Family Law Order (Form 68-D). In any such proceeding the Clerk of the Court shall
attach the Interim Family Law Order (Form 68-D), to the Summons or serve a copy of the
Interim Family Law Order (Form 68-D) on the parties at the addresses specified in the petition.
Proof of mailing by regular mail or delivery by the clerk shall constitute notice as required in this
rule.

68.3 FORMS OF JUDGMENT

a. All proposed judgments based upon affidavits shall have the affidavits filed with
the judgment to the clerk and all proposed judgments shall be provided to the Judge in Word
format and shall include all exhibits referred to therein, which shall be in PDF format.

All proposed judgments which contain a child custody order shall have a Parenting Plan attached
and marked as “Judgment Exhibit A”.
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b. All proposed judgments which contain a child support order shall have a Form 14
attached and marked as “Judgment Exhibit B”.

C. All proposed judgments in which there is reference to a Martial Separation
Agreement shall have said agreement attached and marked as “Judgment Exhibit C”.

d. All other exhibits, such as legal descriptions, which are referred to a proposed
judgment shall be labeled as “Judgment Exhibit D, E, etc.”

68.4 FILING OF FINANCIAL STATEMENTS

a. Dissolution Actions - Statements of Property & Income Required. In all
actions for Dissolution of Marriage or Legal Separation, a Statement of Marital and Non- marital
Assets and Debts (Form 69-E) and a Statement of Income and Expenses (Form 68-F) shall be
completed by each party, executed under oath, filed with the Clerk, and served on the opposing
party by the one hundred twenty (120) day Call Docket.

b. Motion to Modify/Paternity - Statements of Property & Income Required. In
all Motions to Modify Child Support, Alimony or Maintenance, and actions to establish Paternity
and Child Support, a Statement of Income and Expenses (Form 68-F) shall be completed by each
party, executed under oath, filed with the Clerk, and served on the opposing party by the one
hundred twenty (120) day Call Docket.

C. Supplemented Statements of Property and Income Required. If any material
changes occur prior to the trial date, the information provided on Forms 68-E and 68-F shall be
updated no less than thirty (30) days prior to trial and served on the opposing attorney with a
Certificate of Service of same filed with the Clerk.

d. Sanctions May Be Ordered - When. If a party fails to timely file or update
Forms 68-E or 68-F the judge may, at his or her discretion, order sanctions against that party
such as prohibiting the party so failing from presenting affirmative evidence as to the values of
the property, income or expenses which were not provided to the opposing party.

e. Consolidated Statement Required - Time. In every contested case in which
property and/or debts are in issue, thirty (30) days prior to trial date Form 68-G shall be
completed by Petitioner and forwarded to Respondent for completion. Respondent shall
complete the original form at least fifteen (15) days prior to trial date and immediately forward a
copy to Petitioner. The original form shall be submitted to the Court seven (7) days prior to
hearing date. If either party does not complete Form 68-G in a timely manner then that party
shall not be allowed to offer any values for property listed therein.

f. STANDARD DISCOVERY FOR USE IN CONTESTED FAMILY LAW
ACTIONS
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1. Dissolution - Standard Interrogatories Required. In all actions for
Dissolution of Marriage or Legal Separation, the court en banc has approved standard opening
Interrogatories (Form 68-H). At the one hundred twenty (120) day Call Docket counsel and
unrepresented parties shall appear and advise if mediation should be ordered; if a Guardian Ad
Litem is necessary and should be ordered; and shall have filed requests for answers to
interrogatories and production of documents as provided herein at no less than ten (10) days
prior to the one hundred twenty (120) day Call Docket. When the discovery process begins
Form 68-H shall be used and the parties shall immediately exchange the following documents:

(a) Complete copies of any federal and state income tax returns (including all
schedules, W-2 and 1099 forms) for the preceding 3 calendar years;

(b) Complete copies of the last (six) 6 pay periods "paycheck™ stubs or other
evidence of wages, salaries or tips if no "paycheck™ stub is issued;

(c) Complete copies of any benefit statements wherein a party claims an interest
in any form of pension, profit-sharing, or other retirement plans whether vested or non-
vested;

(d) Copies of any deeds to real estate, notes, deeds of trust, or leases;

(e) Description of all titled motor vehicles, trailers, etc. , including VIN;

(f) Any other evidence of ownership of an asset or interest in an asset claimed as
marital or separate property;

(9) Copies of most recent statement of ownership and value for any life insurance
policies insuring the life of either party or a unemancipated child involved in the
proceedings which has a cash value;

(h) Complete copies of any appraisals relating to any marital or separate property
done within 1 calendar year;

(i) Complete copies of any trusts where a party is either the grantor or current
income beneficiary of the trust;

(j) Copies of partnership agreements and/or stock certificates in any corporation
in which you hold an interest, along with the most recent statement of assets and
liabilities;

UNLESS:

(a) Both parties stipulate in writing the case is not contested; or

(b) No answer or pleadings are filed within 30 days from the date of service of
legal process on the adverse party; or

(c) The adverse party formally files a verified entry of appearance and no other
responsive pleading.

2. Motion to Modify, Paternity and Child Support - Standard
Interrogatories Required. In all Motions to Modify Child Support and/or Maintenance, and
actions to establish Paternity and Child Support, the court en banc has approved standard
opening Interrogatories for Modifications (Form 68-1) and Paternity (Form 68-J). At the one
hundred twenty (120) day Call Docket counsel and unrepresented parties shall appear and advise
if mediation should be ordered or the discovery process to begin. When the discovery process
begins Form 68-1 or Form 68-J shall be used and the parties shall exchange the following
documents:
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(a) Complete copies of any federal and state income tax returns (including all
schedules, W-2 and 1099 forms) for the preceding 3 calendar years;

(b) Complete copies of the last (six) 6 pay periods "paycheck" stubs or other
evidence of wages, salaries or tips if no "paycheck™ stub is issued;

(c) Complete copies of any trusts where a party is either the grantor or current
income beneficiary of the trust;

(d) Copies of partnership agreements and/or stock certificates in any corporation
in which you hold an interest, along with the most recent statement of assets and
liabilities;

UNLESS:

(a) Both parties stipulate in writing the case is not contested; or

(b) No answer or pleadings are filed within 30 days from the date of service of
legal process on the adverse party; or

(c) The adverse party formally files a verified entry of appearance and no other
responsive pleading.

3. Parties Required to Exchange Documents. (See Rules 68.4.6.1 and
68.4.6.2, which shall apply)

4. Certificate of Service Required. When the interrogatory answers and
documents specified in 68.4.6.1 and 68.4.6.2 are exchanged, the delivering party shall
immediately file with the Court a certificate of service (Form 68-K) identifying the
interrogatories answered and the documents exchanged, the fact that a document may not now
exist or has never existed, or that if a document exists, but is not in the possession of the
exchanging party, the name and current address of the person who has possession of the
document;

5. Requested Information Shall be Updated Prior to Trial. All
information requested in the above interrogatories and document requests shall be updated
fifteen (15) days prior to trial if any material changes occur prior to the trial date except
significant changes such as employment, income or expert witnesses which should be updated
immediately;

UNLESS:

(a) Both parties stipulate in writing the case is not contested; or

(b) No answer or pleadings are filed within 30 days from the date of service of
legal process on the adverse party; or

(c) The adverse party formally files a verified entry of appearance and no other
responsive pleading.

6. Court May Authorize Additional Discovery and Extend time for
Filing. For good cause shown, the Court, upon written motion and without hearing, may
authorize additional discovery. For good cause shown, the Court, upon written motion and
without hearing, may extend the time for exchanging the documents required in Rule 68, or may
waive the exchange of documents entirely but only for good cause shown.
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7. Sanctions May Be Imposed for Failure to Comply Failure to timely
comply with Rule 68 discovery shall, at the discretion of the Judge and upon written motion of
either party, result in such sanctions as are provided by law, to include, but not limited to,
preventing the non-compliant party from presenting affirmative evidence as to the matters set
forth in the documents to be exchanged or answers to interrogatories and/or the award of
reasonable attorney fees and/or costs against the non-compliant party.

8. If Mediation is Ordered Upon mediation being ordered, each party shall
bring to the first mediation session a completed Form 68-E and Form 68-F for use in the
mediation process. Upon completion of all mediation sessions the mediator shall forward to the
Court a letter indicating whether or not mediation was successful and a separate summary letter
to counsel of record of items (if any) negotiated and agreed to by the parties.

68.5 PRO SE LITIGANTS - Pro Se Litigant Awareness Program and Pro Se Pleadings,
Forms and Judgments

a. Every Petitioner not represented by counsel who participates in a proceeding for
dissolution of marriage, legal separation, parentage, or modification of a judgment in any such
proceeding, upon filing any motion or petition, shall complete the Litigant Awareness Program
which is available on the website of the Supreme Court at address:
(http://lwww.courts.mo.gov/page.asp?id=4092), unless waived by the Court, and shall present to
the Clerk with the petition the Certificate of Completion (Form 68-L).

b. Every Respondent or Third Party not represented by counsel who participates in a
proceeding for dissolution of marriage, legal separation, parentage, or modification of a
judgment in any such proceeding, after filing an Entry of Appearance or Answer in a case,
shall complete the Litigant Awareness Program which is available on the website of the Supreme
Court at address: (http://www.courts.mo.gov/page.asp?id=4092), unless waived by the Court,
and shall present to the Clerk with the Entry of Appearance or Answer the Certificate of
Completion (Form 68-L).

C. Pro se Petitioners and Respondents shall use the pleadings, forms, and proposed
judgments adopted by this circuit, which are contained in Local Court Rule 68 and available on
line, or the pleadings, forms, and proposed judgments approved by the Missouri Supreme Court.

68.8 ENTRY OF JUDGMENT UPON AFFIDAVIT - REQUIREMENTS
a. Final Orders Entered - When. Final orders in a proceeding for Dissolution of
Marriage, Legal Separation, Motions to Modify, and actions for Declaration of Paternity, may be
entered upon the affidavit of either or both parties when:
1. There are no unemancipated children of the parties and the female party is

not pregnant, and the adverse party has been served in a manner provided by Missouri Rules of
Civil Procedure or has formally filed a verified entry of appearance; or
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2. There are unemancipated children, one of the parties is represented by
counsel, a parenting plan is submitted, Supreme Court Rule 88.01 Form 14 is followed, and the
adverse party has been served in a manner provided by Missouri Rules of Civil Procedure or has
formally filed a verified entry of appearance.

b. Affidavit - Filing. If one party desires to submit the matter for entry of final
Judgment upon an affidavit, the submitting party shall file an affidavit (Form 68-M1, M2 or M3),
a proposed judgment, a parenting plan, and a Civil Procedure Form 14 if appropriate, and all
exhibits referred to in the Affidavit or Judgment.

68.11 TEMPORARY CHILD SUPPORT

a. Either Parent May Move for Temporary Child Support. In an original
proceeding for Dissolution of Marriage or Legal Separation only, when there are minor children
of the marriage who are subject to the jurisdiction of the court, either parent may move for an
Order for Temporary Child Support not less than thirty (30) days from service and provided the
adverse party has been served in a manner provided by Missouri Rules of Civil Procedure, or has
formally filed a verified entry of appearance, or has filed a responsive pleading.

b. Verified Motion for Temporary Child Support. The Movant shall file a
verified Motion for Temporary Child Support which shall set forth clearly and concisely the
grounds for such motion. The motion shall include a fully completed Civil Procedure Form 14 in
accordance with Supreme Court Rule 88.01.

C. Copy of Motion to Other Parent. The Movant shall then provide the other
parent, or his or her attorney, as may be appropriate, with a copy of such Motion for Temporary
Child Support by regular mail, by personal service, or by Facsimile, and shall provide a
certificate of service.

d. Time to Respond - Include Form 14. The other parent shall have fifteen (15)
days from the date of such certification to respond to such motion. Any response shall be verified
and shall include a fully completed Civil Procedure Form 14.

e. Court May Rule on Motion On Verified Motions and Response. Within ten
(10) days after the date upon which the response is due, the Court may rule upon such motion
based solely upon the verified motion and any verified response thereto, applying the principles
set forth in Missouri Rule of Civil Procedure 88 and Chapter 452, RSMo. Any orders issued
under this rule shall be enforceable by contempt proceedings and shall remain in effect until
further order of the Court.

f. Court May Require Hearing. If the Court determines that it is impracticable to
make a determination based upon the verified motion and the verified response thereto, then the
Court may set the matter down for expedited hearing, which hearing shall be held within twenty
(20) days after the date upon which any response is due except for good cause shown. The only
issues which shall be considered by the Court at such expedited hearing shall be those relating
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specifically to temporary child support. The Court shall issue its order under this rule as soon as
practical thereafter.

g. The Time Shall Not Be Stayed or Tolled. The time frames specified in this rule
shall not be stayed or tolled by the filing of any pleadings, proceedings or other motions,
specifically including motion for change of temporary custody of the unemancipated children of
the parties.

68.12 DOMESTIC CALL DOCKET AND PRE-TRIAL CONFERENCE

a. Call Docket. Upon filing of a domestic relations case the Clerk shall place the
matter on the Court’s first docket one hundred twenty (120) days after filing for review. Counsel
and unrepresented parties shall appear at said time and advise the Court of the status of the case.
A Discovery or Mediation Order may be entered that date.

b. Trial Setting. No case shall be set for a contested hearing:

1. Until all discovery is complete and all required documents filed (or there
is a written waiver by the Court due to lack of cooperation by one of the parties or discovery
schedule ordered) including Form 68-P, Request for Trial Setting and Certification, and Form
68-Q, Pre-Trial Stipulation;

2. If there are unemancipated children and mediation has not been
completed or ordered, Form 68-N waiving mediation shall be filed;

3. If venue is improper, Form 68-0O shall be filed.

C. Pre-Trial Conference. If a pre-trial conference is ordered by the Court the
parties and their counsel shall appear. The conference will be held for the following purposes:
() To decide on the amount of time needed for the proper conduct of the trial; (b) To determine
the agreed upon and contested issues in the cause; (c) To exchange any updated disclosure and
file required documents.

68.13 DISMISSAL BY COURT

Without notice, the Court may dismiss any family law case or motion which is not tried or set for
trial after the expiration of twelve (12) months from the filing date.

68.14 Employer Information for Automatic Wage Withholding of Child Support and/or
Maintenance

In any case in which child support or maintenance has been ordered, upon judgment being

entered, counsel for the child support or maintenance recipient shall file with the Circuit Clerk’s
office a completed Form 68-R.
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Form 68-A
Form 68-B

Form 68-C
Form 68-D
Form 68-E
Form 68-F
Form 68-G
Form 68-H
Form 68-1

Form 68-J

Form 68-K
Form 68-L

Form 68-M1
Form 68-M2
Form 68-M3
Form 68-M4

Form 68-N
Form 68-O
Form 68-P
Form 68-Q
Form 68-R

RULE 68 FORMS

Domestic Relations Case Party Information Sheet
available at www.selfrepresent.mo.gov
Certificate of Dissolution of Marriage
available at www.selfrepresent.mo.gov
Parenting Plan
Interim Family Law Order
Statement of Marital and Non-marital Assets and Debts
Statement of Income and Expenses
Consolidated Statement of Marital and Non-marital Assets and Debts
Standard First Interrogatories and Production of Documents-Dissolution
Standard First Interrogatories and Production of Documents-Modification
Standard First Interrogatories and Production of Documents-Paternity
Certificate of Service
Litigant Awareness Certificate of Completion
available at www.selfrepresent.mo.gov
Affidavit for Judgment — Dissolution of Marriage
Affidavit for Judgment — Paternity, Custody and Support
Affidavit for Judgment — Modification
Affidavit of Compliance with Uniform Child Custody Jurisdiction and
Enforcement Act
Waiver of Mediation
Consent to Venue
Request for Trial Setting and Certification
Pre-Trial Stipulation
Income Withholding for Support Form
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RULE 69:  MUNICIPAL DIVISION

69.1 MUNICIPAL ORDINANCE VIOLATIONS: WHERE FILED

Municipal ordinance violation cases shall be filed with the municipal division clerk when that
municipality has made provisions for its own municipal judge as provided by law. If the
municipality has not made provision for its own judge, the filing shall be with the Circuit Clerk
for the county in which the municipality is located.

69.2 REGISTRATION OF MUNICIPAL JUDGES

Each Municipal Judge shall, within thirty (30) days of his appointment for election to office,
register with the Director of Judicial Administration of the Circuit Court, setting forth his or her
full name, address, telephone number, term of office and name of the municipality.

69.3 OPERATION OF MUNICIPAL DIVISION

Each Municipal Division, and each Municipal Judge, shall operate in compliance with the
following, as amended from time to time:

a. The “Minimum Operating Standards” in Appendix A of Supreme Court Rule
37.04;

b. Supreme Court Rule 37,;

C. Relevant provisions of Chapter 479, RSMo;

d. Relevant provisions of Supreme Court Operating Rules; and

e. Any Operating Order adopted by the Municipal Court.

69.4 REPORTING OBLIGATIONS TO PRESIDING CIRCUIT JUDGE
Each Municipal Division shall make the following reports to the Presiding Judge:

a. By September 15 of each year, a hard copy of each Certification of Compliance
with Minimum Operating Standards and attachments provided to the Office of State Courts
Administrator pursuant to Supreme Court Rule 37.04 Appendix A;

b. Each six months report required by Section 479.172.3, RSMo, related to
intoxication-related traffic offense. The Presiding Circuit Judge shall disseminate said report to
the circuit court en banc. The report shall be submitted to the Presiding Circuit Judge no later

than sixty days following the end of each reporting period.

69.5 DISQUALIFICATION OF JUDGE
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1) A Municipal Judge that is disqualified, pursuant to Missouri Supreme Court Rule
37.53 shall within ten (10) days after his or her disqualification inform the Presiding Judge of the
disqualification.

2 The Presiding Judge shall thereupon transfer another Municipal Judge to hear the
case upon which the original judge was disqualified and said transferred judge shall have the
authority to hear and determine the case.

3) Notwithstanding subparagraphs (1) and (2), pursuant to Supreme Court Rule
37.53(d)(1), in a municipality that has appointed a provisional judge to hear and determine cases
in those situations when the sitting municipal judge is unable to hear and determine a case, the
provisional judge shall, by operation of this rule and without a specific order of the Presiding
Judge, be deemed to be assigned to hear and determine the case from which the sitting Municipal
Judge has been disqualified. The Municipal Judge is excused from informing the Presiding Judge
of his or her disqualification when the appointed provisional judge is assigned to a case upon
disqualification of the sitting judge.

69.6 TRIALS DE NOVO

(1)  When an application for trial de novo is made without the deposit of the trial de
novo fee, the defendant shall also complete and file a Statement of Financial Condition in the
form provided by the Missouri Supreme Court and contained in Local Rule 69.07 immediately
below and the Statement of Financial Condition shall become part of the file certified to the
circuit court.

(2)  The judge assigned to hear the trial de novo shall be bound by all relevant
provisions of this Rule 69.

69.7 REQUEST TO PROCEED AS INDIGENT PERSON

A person seeking permission to proceed as an indigent person in a municipal division case shall
submit to the court the following “Statement of Financial Condition” (Form 69-A).

RULE 70: PARTITION

In all actions for partition sale, counsel for plaintiff shall assist the Sheriff or commissioners in
the preparation of all necessary reports of sale and orders of distribution and shall present them
to the Court. No report of commissioners in partition, and no report of a sale in partition by the
Sheriff, or any commissioner appointed by the Court, not excepted to, shall be confirmed unless
the same has been on file at least three (3) days and unless all parties thereto have notice thereof.
RULE 71:  ADMINISTRATIVE REVIEWS — (No Local Rule)

RULE 72: PROBATE
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All Probate matters shall be filed with the Circuit Clerk of the county in which the case is being
filed.

Application for Letters shall designate which newspaper in which publication shall be had.
Publication shall be instituted by the clerk. It shall be the responsibility of the attorney for the
estate to arrange publication of “Notice of Filing of Final Settlement” at the time said notices are
mailed to devisees of said estate.
RULE 73: SMALL CLAIMS - (No Local Rule)
RULE 74:  TRUST ESTATES - (No Local Rule)

POST-TRIAL
RULE 81: EXECUTION

Executions shall not be issued by the clerk except upon written application therefor verified by
the oath of the judgment-creditor or attorney. The written application shall contain the following:

a. Style and number of case in which judgment was obtained;
b. Date judgment was entered or last revived;
C. The amount of the original judgment, the amount of accrued interest on the

original judgment, and the amount of the judgment and interest still unsatisfied;

d. The full name and current address, if known, of the judgment-debtor;

e. A full description of the property to be executed on;

f. The return date on the execution (30, 60, or 90 days);

g. Any special instructions to be provided the Sheriff performing the execution.

Each party filing an execution shall deposit with the clerk the minimum sum of Twenty Dollars
($20.00) or such higher amount as may be determined by the clerk to secure the payment of
Sheriff’s fees and additional costs.

For the purposes of Missouri Rule of Court 90.17, and the time limits contained therein, the word
“receipt” shall be construed to mean either actual receipt of funds by the Clerk, or the return date
of the execution, whichever shall later occur.

RULE 82: GARNISHMENTS

82.1 In addition to the informational requirements of Rule 81, the following information must
be supplied for a garnishment:
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a. The name and address of garnishee.

b. The percentage amount of wages to be withheld pursuant to the Federal
Garnishment Law, 15 USCA 1673(a), (b).

82.2  Each judgment creditor who files a garnishment shall at that time deposit the sum of
Twenty-Five Dollars ($25.00) with the clerk in addition to any other deposits which may be
required. This amount shall constitute the fee to be paid to the garnishee for answering the
interrogatories to said garnishee upon filing of an appropriate motion. Whenever said fee is
allowed by the Court it shall be added to the amount of the judgment due. In the event no motion
for payment of such fee is filed and sustained this amount shall be returned to the judgment
creditor, less any unpaid costs or fees outstanding which shall be retained by the clerk and
disbursed as required by law. After payment to the creditor of the amount of the judgment,
interest and costs and payment of any fee allowed any balance retained by the clerk shall be
returned to the judgment debtor.

RULE 83: JUDICIAL SALE - (No Local Rule)

INTERNAL ORGANIZATION
RULE 100: JUDGES
100.1 PRESIDING JUDGE
This circuit is to elect a Presiding Judge who must be a Circuit Judge from within this circuit.
The meeting to elect the Presiding Judge shall be held in the month of November or December of
each even numbered year. The term shall be for two years beginning in January of the next

following odd numbered year.

Any judge unable to attend any regular or special en banc meeting may designate in writing
another judge as his proxy for all votes to be taken at such meeting.

A quorum for any en banc meeting is hereby established as five (5) judges present in person or
by proxy.

The Presiding Judge shall be elected by secret ballot and must be elected by a majority of those
present at the meeting.

100.1.2 DUTIES OF THE PRESIDING JUDGE

The Presiding Judge is the general administrative authority for the Court. In this function he
shall:

a. preside at all Court en banc meetings;
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b. supervise and appoint any needed committees;

C. supervise preparation of the budget;

d. coordinate all duties and vacations of personnel,;
e. handle media and government contracts;

f. standardize procedures between divisions.

The Presiding Judge has the authority to assign cases to judges and judges to divisions, but he is
not to assign:

a. a Municipal Judge to hear any case other than to initially hear municipal
ordinance violations cases;

b. a judge to try a felony case when he has conducted the preliminary
hearing; and

C. a case to a judge contrary to Supreme Court Rule or Local Court Rule.

The meetings of the Court en banc may be called by the Presiding Judge, or by any two judges
giving written notice. If any judge so requests a meeting will be held on the record. The
Presiding Judge has one vote and a majority vote rules. The Presiding Judge may call a special
term of Court. The Presiding Judge may appoint a secretary and any additional personnel to aid
in the judicial business of the circuit.

100.2 LOCAL COURT RULES
100.2.1 FORMULATION

The Court en banc includes all circuit and associate circuit judges of the 24" Judicial Circuit. For
purposes of this Rule, however, a “majority of the Court en banc” shall include at least one
circuit judge. A majority of the Court en banc, as defined in this Rule, shall have authority, from
time to time, to: (1) enact new Local Court Rules and Forms; and, (2) amend or repeal existing or
subsequently enacted Local Rules and Forms.

100.2.2 PUBLICATION
The circuit clerk of each county shall forward a copy of these rules to each attorney or law firm
with offices in that county and shall keep copies in the clerk’s office for distribution to other

counsel.

100.3 LIBRARY FUND
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Library Fund: In all four counties of the circuit the sum of $10.00 of the said deposit shall

constitute the County Law Library fee under Sections 514.470-480 RSMo. This rule shall apply

to cases filed under Chapter 517 RSMo as permitted by statute. The circuit clerk or the clerk of

any division of the circuit court presided over by an associate circuit judge of each county shall

pay the same to the designated treasurer of said fund on the first day of each month.
RECORDS AND FILES

100.4 STORAGE OF RECORDS - (No Local Rule)

100.5 CLERK’S DUTIES - (No Local Rule)

100.6 SELECTION OF VENIREMEN

Selection of veniremen shall be made by the Jury Commission Board of each county in
accordance with Chapters 494 and 495 RSMo.
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APPENDIX A

IN THE CIRCUIT COURT OF COUNTY, MISSOURI
DIVISION

(Name) )
(Address) )
(City) g
Plaintiff/Petitioner )
)

VS. ) Case No.
)
(Name)** )
(Address)*** )
(City) g
Defendant/Respondent )

CAUSE*

Signed (Attorney of Record)
(Address)

(Telephone)

(e-mail)

(Missouri Bar No.)
Attorney for

* If the Party is required to state the nature of the cause of the action on the pleading, it should be
stated here.

** |f a corporate defendant, also list the officer or registered agent with address and telephone
number on the petition. If it is a foreign corporation, also list the address of local office and name

of officer in charge on the petition.

*** |f defendant has a rural route, give directions or a P.O. Box number on the petition.
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APPENDIX B-1
(To be filed with the Court upon service/mailing of Interrogatories)

IN THE CIRCUIT COURT OF COUNTY, MISSOURI
DIVISION ___

(Name) )

Plaintiff/Petitioner ;
VS. ; CaseNo.
(Name) ;

Defendant/Respondent ;

CERTIFICATE OF SERVICE

This is to certify that the original and copies of the foregoing (first, second, etc.) set of

Interrogatories directed to , and an electronic copy of the same in

(Word, WordPerfect, etc.) format, were served by (mail, email, delivery, etc.) upon

, this day of , 20

(Signature)

(Attorney of Record)
(Address)
(Telephone)

(e-mail)

(Missouri Bar No.)
Attorney for
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APPENDIX B-2

(To be filed with the Court upon service/mailing of Interrogatory Answers)

IN THE CIRCUIT COURTOF __ COUNTY, MISSOURI
DIVISION ___
(Name) )
Plaintiff/Petitioner ;
VS. ; CaseNo.
(Name) ;
Defendant/Respondent ;

CERTIFICATE OF SERVICE

This is to certify that the original copy of the completed Answers to the (first, second, etc.) set of

Interrogatories directed to were served by (mail, email, delivery, etc.) to

, this this day of , 20

(Signature)

(Attorney of Record)
(Address)
(Telephone)

(e-mail)

(Missouri Bar No.)
Attorney for
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