LOCAL RULES OF COURT FILgOURTS
RICHLAND COUNTY COURT OF COMMON PLEAS
GENERAL DIVISION bFEG -y 5,
50 Park Avenue East I 4y

Mansfield Ohio, 44902 _
www.richlandcountyoh.us 909'(-? \/y\"b “_\

RULE 1: MOTION PRACTICE ........coovvvvevvn, e 10
T.01  GENETAIIY ...ttt e e e e e e eeeeaeaaaaeeaeeeeeaaaans 10

(A)  Motion and Response Time

(B)  Unreported Cases

(C)  File Original and One Copy

(D)  Hearings on Motions

(E) Proposed Judgment Entry Cases
(F) Certificate of Service

(G) Cases Assigned to Magistrate

1.02  MOtIONS fOr CONBIMUANCE .....evveeetee et e et eece e e e e e e e e e e e e e e e e e e e e eereaeeseaeean 11

(A)  Continuances Disfavored

(B)  Requirements of Sup. R. 41

(C) Conflicting Assignment

(D) Client's Acknowledgement of Continuance
(E)  Availability of Medical Witnesses

(F)  Criminal Jury Trials

(G) Proposed Entry

(H) Certificate of Service

1.03 Motions for Leave t0 Plead.........ccccoveieiiieiiiiicee e 12
1.04 Motions for Leave to Amend, Intervene, Join a New Party,

or file a Third-Party Complaint ............cccoeeieieiiiiiiiieiicece e, 13
1.056 Dispositive Motions .................. 13
1.06 DiSCOVErY MOtIONS ......vvviiiiiieiiicie ettt eee e eetne e e eneeeas 13
1.07 Extensions of Time to Plea.........ccccocceiriiiiiiiiii e 13
1.08  Motions in LIMINE .......ccovieiieiiiiis ettt 14
1.09  Motions t0 StAY ......ocvieiieiie e 14

Local Rules Changes January 2026 1



RULE 2: CIVIL CASE MANAGEMENT.........coooiitiieieiceeeecee e 14

2.01 Case Designation, Filing Fees, Deposits and Scheduling Conference......... 14

(A)  Case Designation Form
(B)  Filing Fees and Deposits
(C)  Timing and service of Scheduling Conference Order

Professional Tort, Products Liability, Other Tort, and Other Civil Cases
Foreclosure Cases

Administrative Appeals

Workers’ Compensation Cases

Tax Foreclosures

Collection and Monies Due on Accounts Cases

Replevin Cases

NoOOahwh =

(D)  Compliance with Civil R. 26

(E) Mandatory Attendance

(F)  Attending by Telephone

(G)  Service of Counsel Who Have Not Entered an Appearance
(H)  Jury Demand

()] Trial Order

2.02 Alternative Dispute RESOIULION.........cooeveee e e 16

(A)  Mediation

2.03  JUAOMENE BN ..ot e e e 18

(A)  Settlement or Dismissal Entries

(B)  Partial or Final Dismissal Entry

(C)  Entries Prepared by Counsel

(D)  Assessment of Costs When Not Specified
(E)  Default and Cognovit Judgment Entries

2.04 Required Trial Preparation......cccoovviiiooeeee e e, 19

(A)  Submit Trial Briefs

(B)  File Proposed Jury Instructions

(C) Identify and Mark Trial Exhibits

(D)  Identify Trial Witnesses

(E)  Resolve Objections to Deposition Testimony
(F)  Courtroom Technology

(G)  Failure to Comply

G:\General Division Shared Files\Administrative\Local Rules\Local Rules Changes January 2026.docx 2



2.05 Bankruptcy AdIUdICatION ... ..covveeeeeeiee oo e e e e erea s 20

2.06 Complaints on CognoVit NOtES ........cccouveiuiiiiiiiiiesie e 20
2.07 ReCBIVEISRIPS ...ttt 20

(A)  Opening the Receivership and Hearings

(B)  Qualifications to Serve as a Receiver

(C)  General Duties of the Receiver

(D)  Receivership Plan and Progress Reports

(E)  Applications to Employ Counsel or Professionals and Payment of Fees

(F)  Final Report to the Court and Creditors
2.08 Administrative APPEAIS .........cccveiiieeiiii i s 24
2.09  Civil Protection OIAErS...........ccooevivereeeiieeiienie et esee st ee e s esaae e 24
2,10 Final Pretrials.......cooiiiiieeeecee e s 25
2.11 Dismissal of Civil Cases Sua Sponte..........cccccevvveeeriiiiiiiiierie e 25
RULE 3: CRIMINAL CASE MANAGEMENT ......ccceooiiiiciiee e 26
3.01 Grand Jury after AIrest ... 26
3.02  AITaIgNMENt ... .ooeiiiiii e 26
3,03 DUSCOVEIY ..uviieiiiiiieiiie ettt ettt ettt e e st e s et e e e et e e e sabeeaabee s saneeessaesarbaens 26
3.04  Prosecutor Pretrial ..o 26
3.05  Prefri@l ...ooooieiieieeceie s s 26
3.06 Transport of Prisoner to Court .......cccooioiiiiiiir i 26
3.07 Application of Other Local Rules to Criminal Cases ...........cccccevecevveeennnen. 27
3.08 Eligibility to Serve as Court Appointed Trial Counsel..............cccovveviveenne. 27
3.09 Eligibility to Serve as Court Appointed Appellate Counsel.............cccceeeneee. 27
310 INAIGENCY ..iiiiiiiiiiie et ae e e e stab b e e e e s eaabreeeaeaae 27
3.11 Requests for Compensation and EXPENSES.........cc.cevvveevieieice e 28

G:\General Division Shared Files\Administrative\Local Rules\L.ocal Rules Changes January 2026.docx



(A) Exceeding Maximum Fees.
(B) Investigators
(C) Expert or Specialist

3.12 Order of Adjudication ......... e e r e reerae e e erar e raaares 29
3.13 Surety Bail Bond ReQiStration .......couveiniiee et 29

(A) Registration

(B) Failure to Produce

(C) Cancellation
3.14 Application for Relief from Weapons Disability ...........cooveeeiriiininiiei e, 30
RULE 4: WITHDRAWAL OF COUNSEL ... enens 30
RULE 5: VIDEO TAPED DEPOSITIONS ..ottt eneenaaaes 30
RULE 8:; JURY VIEWV ..o et a e e e s et r e renaas 31
RULE 7: ASSIGNMENT OF JUDGES.......o oot 31
0 O 041V | [ 07 1= 7= FU U ORI 31
7.02 CoNSOHAAtEA CaSES. .. .uieiee e e et r et e s e st s e e et s araans 31
A S Y 1 =Y [ OF= 11T NS 31
A0 N 01 111 1] (a =1 I OF=T=T= Y- TP 31

(A) Grand Jury Assignments
(B) Assignments - Prior Criminal Cases

RULE 8: FORECLOSURE, QUIET TITLE, AND PARTITION ACTIONS............... 32
8.01  JUiCial REPOIMS ....uvvviiiiiiieriiiiiiiiie ettt e e e e s b s e 32
8.02 Leqal DeSCrPtioNS ......ooouvvveiiiieeiie it 32
8.03  Title SEAICN......uviiriieiiee it 32

G:\General Division Shared Files\Administrative\Local Rules\Local Rules Changes January 2026.docx



8.04 Permanent Parcel Number and Address of Property........cocoovveevviviivncennnnn, 33

8.05 Mortgage Conciliation Program ........ceeeeeeee et 33

8.06 Private Selling Officar (PSO) ... iieieeeeee et et 34

(A)  Motion for PSO

(B)  Praecipe for Order of Sale/Appraisal by PSO
(C) PSO Report

(D) PSO Sale Terms

(E) Real Estate Taxes

(F)  Cancellation of PSO Sale

B.07 Sl S SAlES ccuuiiiiiie e e e 35

(A)  Praecipes for Order of Sale
(B)  Sheriff's Return

(C) Real Estate Taxes

(D) Canceling a Sheriff Sale
(E) Purchase Price

8.08 Failure to Complete PSO or Sheriff Sale Purchase ........ccoovvvvieveiineeiineeinnnnn, 35
8.09 Notice of PSO oF Sheriff Sale ...cove et 35
8.10 PSO or Sheriff Sale APDraiSalS. ..c.ovvue et 36

(A)  Appraisal Fee
(B) Praecipes

RULE 9: SERVICE OF DOCUMENTS .....ccoiiiiei et 36
9.01  Proof of SEIVICE ......ccueiiieiee 36
9.02 Court Service on Mansfield AHOMNEYS.........cccoviiiiiiiiiiiii e 36
9.03 Email Service on Attorneys or Pro Se Litigants ............ccovvviiviiriieeennninenens 36
RULE 10: PLEADING AND BRIEFING REQUIREMENTS..........cccoiiiiiiiiis 36
10.01 Space for File-stampP........cc.uuviieei e 36
10.02 CaAPLION ..ooveiiiie ittt e ettt et e et e e e e e e e e n b r e e e e e anr e e enree e 36

G:\General Division Shared Files\Administrative\L.ocal Rules\Local Rules Changes January 2026.docx



10.03 Attorney Regqistration Number, Address, Business email Address,
Telephone and FaX NUMDEIS ...coviiiie e e e

10.04 Paper and Fastening Limitations ......covvveeeveiee et

10.05 Social Security Numbers and Personal Identifiers.........ccooevveveeeeveiieieeenannn.

10.06 Pro Se Contact INformation...........ooviueeie et eeaeeas

T0.07 SIGNALIUIES....ccoeeieeeeee et a e e e e e e e e e e e e e e e e b e e eeeeens

(A)  Electronic Attorney/Filing Party Signature

(B)  Original Signatures

(C)  Signatures of Judge or Judicial Officer

(D)  Attorney or Pro Hac Vice Registration Number

10.08 LaNG Of BIETS . oo i ettt e et e e e e e e e et e e e e e e e e

10.09 Contaminated DoCUMIEINES ..covviii et ettt te s e e e s e e e eeeeens

RULE 11: COURT SECURITY ..ttt

11.01 Screening and SEarChing «...c.cveeieee e

11,02 VWEBAPDONS. .. .uuviiiiiiieiiiriieietietieeiee et e e ceee st eeeeaeaeaaaeeaaaaetaeaeaeaeseesassisnnannaeaeeeans

11.03 Photographing or Recording................... et ettt treeenren et ——tarn e raaraaaaerarnaaes

RULE 12: COURTROOM PROCEDURES.........cccccoiiiiiin e

Ol ST oT=Toi - | (o] ¢ TP PPRRRRRR
12.02 Broadcasting and Photographing Court Proceedings .......c..coevvvveeeneenneenn...

T2.03 DIESS COU B ettt e e e et e e e e e eens

LA 6o ] o (=Y 4] o) PSSP

12.05 REMOIE AP D CaIANCES . vvuivt et et e e et e e e e e e e e et re e e e e rreee e e e eennas

(A) Telephone Appearances

(B) Video Conferencing

(C) Confidential Attorney-Client Communications
(D)  Witnesses

(E) Technical Standards and Equipment

G:\General Division Shared Files\Administrative\Local Rules\Local Rules Changes January 2026.docx



(F)  Public Access

RULE 13 JURY et

13,01 JUNY AdMNISTration ... ee et e e et e e e e et e e e aaen

(A)  Responsibility

(B)  Jury Facilities

(C)  Juror Compensation
(D)  Juror Use

X0 [N o T ol SR [T ] o1 1 Y OO ROTRPPR

(A)  General Eligibility
(B) Term of Service

13.03 JUNY SIECHION ..ot e

(A)  Source List

(B) Panel Selection

(C) Notification and Summoning Procedures
(D)  Exemption, Excuse and Postponement

13,04 JUNY THHAIS ..eevieiiiiiiiieee e et aranenes

(A)  Juror Orientation
(B)  Voir Dire

(C) Deliberations

(D)  Sequestration

(E) Dismissing the Jury

RULE 14: COURT RECORDINGS AND TRANSCRIPTS ......ccoooiiiiiiieiiee

14.01 COUM RECOIAINGS .. e e ettt e e e e e e e e e eeaennees

(A)  Electronic Copies of Court Recordings

T4.02 TranSCHDIS ....cvvvitiiiiii ettt s e e e e e e e e eean bbb a e e eeeesesenee

RULE 15: FACSIMILE AND ELECTRONIC FILING ..o,

15.01 FacSimile FiliNGS ...oovveeeeeee e ettt e e e e e e eeeeee e e

(A)  Definitions

G:\General Division Shared Files\Administrative\L.ocal Rules\Local Rules Changes January 2026.docx



(B)  Procedure
(C) Cover Page
(D)  Time of Filing
(E)  Cost of Filing

15.02 Electronic Filing — Contact Court for approved case types .....vvvveeveveeeveenn.

(A)  Definitions

(B)  Service of Court Initiated Filings

(C) Documents from Pro Se Litigants

(D)  Documents from an Attorney of Record
(E)  Registration in e-File System

(F)  Confidential and Unique Electronic Identifier
(G) Official Court Record

(H)  Form of Documents

() Time, Effect and Process of e-Filing
(J) Fees

(K)  Service

(L)  Exceptions to e-Filing

RULE 16: USE OF Al IN COURT SUBMISSIONS .......c.coveiiieeeeeeeeeeeeree e,
(A)  Purpose and Scope
(B)  Definitions
(C) Disclosure of Al Assistance
(D)  Responsibility and Review

(E) Sanctions
(F)  Courtroom Use

RULE 17: VIEW COPY OR REVIEW EVIDENCE. .........c..ccoocoiiieieeeieee e

RULE 18: CERTIFICATION OF EMPLOYEMENT (CQE)..........coooovuniininiiiiiene,

18.01 Certification of Qualification for Employment (CQE) ..o,

(A) Petition

(B) Filing

(C) Petition Cover Sheet
(D) Personal Identifiers
(E) Court Investigation
(F) Criminal Investigation
(G)Decision

(H) Duty to Report

G:\General Division Shared Files\Administrative\Local Rules\Local Rules Changes January 2026.docx



(I) Appeal

RULE 19: SPECIALIZED DOCKETS ......cooooiiiiieieccteee et

19.01 Creation of Specialized Drug Court DOCKET ........oovvveeeeeeeeee e

(A)  Purpose

(B) Admission

(C) Length of Program
(D)  Noncompliance

(E)  Terminations

(F)  Program Description

19.02 Creation of Specialized Reentry Drug Court Docket........vveveeeeeeeieeeiiieeinns

(A)  Purpose

(B) Placement

(C) Admission

(D)  Length of Program
(E) Noncompliance

(F)  Terminations

(G) Program Description

RULE 20: BCIREPORTING........cociitiiiieet ettt

20.01 BCI REPOMING . ..veven et ee e et e e e e e e e e et e e e e e e e e

(A) Duties of Law Enforcement

(B) Duties of the Clerk of Courts

(C) Court Ordered Fingerprints

(D) Mental Health Adjudication Reporting
(E) Protection Orders

(F) Ohio Bureau of Motor Vehicles Reporting
(G) Relief of Disability

(H) Sealing & Expunging Records

APPENDICES

(A) TECHNOLOGY PLAN
(B) LANGUAGE ACCESS PLAN

G:\General Division Shared Files\Administrative\l.ocal Rules\L.ocal Rules Changes January 2026.docx



1.01

(A)

®)

©)

D)

LOCAL RULES OF COURT
RICHLAND COUNTY COURT OF COMMON PLEAS
GENERAL DIVISION

RULE 1: MOTION PRACTICE

Generally.

Motion practice includes a motion and memorandum in support by the moving party, a
response from the opposing party, and a reply in support from the moving party. New
arguments may not be raised in briefs of reply.

Motion and response time. The moving party shall serve and file with its motion a brief
written statement of the reasons in support of the motion and citations of the authority on
which it relies. The pages of motions and briefs shall be numbered. Briefing schedules
will be set in accordance with Civ. R. 6(C).

The Court will not accept or review any untimely filed motions, responses, or replies
unless the document is accompanied by a leave to file and good cause has been shown.

Unreported cases. When photocopies of cases from a source other than an official
reporter are attached to a motion or response, the attorney or party attaching the case shall
highlight the specific language in the decision which is most relevant to the motion or
response.

File original. The Judges’ staff does not file documents for the parties. Unless a case type
has been approved for efiling (contact the Clerk of Courts for case types), each party must
file the original and one copy of its motion, memorandum, brief or filing with the Clerk
of Courts. The Judges’ staff does not file documents for the parties. Exceptions include
depositions and transcripts (which must be bound when filing), exhibits, sealed
documents, cognovits, and civil stalking.

The Clerk will deliver copies of documents tp the assigned Judge or Magistrate.

Hearings on motions. Motions will not generally be set for an oral hearing except 1)
when required by rule or statute, 2) upon request of a party supported by justification
satisfactory to the Court, or 3) upon the Court’s own determination that an oral hearing
would be helpful to the Court in resolving the motion.

Written notice of the non-oral hearing date will be sent by ordinary mail or electronically
to the parties or their counsel. The Court will not consider any responses to a motion
unless filed prior to the non-oral hearing date and pursuant to the timeframe set forth in
the notice. No appearance is necessary for non-oral hearings.
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(E)

(F)

©)

1.02

(A)

®)

©)

Proposed judgment entry. A party filing a procedural motion, a motion for additional
time or leave to amend, or dispositive motion shall include a proposed judgment entry on
the motion for use by the Court. Motions intended to result in a final appealable order
should have a proposed entry which includes findings of fact and orders of the Court. The
proposed judgment entry should not be stapled to the motion. Parties submitting judgment
entries should also be aware of the copy requirements of Loc.R. 2.03(A).

Certificate of service. All proposed judgment entries must contain a Certificate of
Service with a blank for the date of service as follows:

I hereby certify that a true and correct copy of the foregoing Judgment Entry was served
according to local rules, Civ.R.5 and/or Cr.R.49 and sent by regular mail, hand delivered
placed in local counsel’s box in Clerk’s Office, and/or served electronically through the
Court’s efiling system on , to the following:

Cases assigned to Magistrate. Until filing of the Magistrate’s final decision or order, all
motions in a case assigned to a Magistrate shall be directed to the Magistrate rather than
to the Judge to whom the case was originally assigned.

Motions for continuance.

Continuances are disfavored. Continuances are within the sound discretion of the trial
Court and only for good cause shown. The most common complaint of litigants regarding
the court system is the delay in the resolution of disputes. The Court endeavors to
schedule hearings with due regard for the complexities of the case and the schedules of
the parties and their attorneys, and the Court looks with disfavor on continuances.

All requests for a continuance must be made to the Court and will be determined by the
Court with consideration made to the Court’s docket and the age of the case. The Court
will not accept dates stipulated to by the parties without the Court’s approval of same prior
to filing.

Requirements of Sup. R. 41. The Ohio Supreme Court, in Sup. R. 41: 1) prohibits a
court from granting a continuance of a trial or hearing without a written motion from the
party stating the reason for the continuance, 2) requires the motion to be endorsed in
writing by the party and counsel, 3) prohibits the granting of a continuance without setting
a definite date for the trial or hearing, and 4) requires a court to consider the feasibility of
the alternate methods of recording testimony permitted by Civ. R. 30(B) and authorized
for use by Civ. R. 32(A)(3) before granting a continuance because of the unavailability of
a witness at the time of trial.

Conlflicting assignment. In compliance with the Ohio Supreme Court’s Sup. R. 41(B),
when a continuance is requested because the attorney of record is scheduled to appear in
another case assigned for trial on the same date, the case which was first set for trial shall
have priority and shall be tried on the date assigned. Criminal cases assigned for trial have
priority over civil cases assigned for trial. All motions for continuance based on
conflicting trial assignments shall have attached to the motion a copy of the notice of
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D)

®)

(F)

(G)

1.03

assignment from the other court which the party contends takes precedence and shall be
filed not less than thirty (30) days prior to trial.

Client’s acknowledgement of continuance. All motions for continuance of a trial filed
by counsel shall be approved by the client or accompanied by a statement signed by the
client that the client is aware that the motion for continuance is being made. The
requirement that the motion be signed by the party may be waived by the Judge, for good
cause shown.

Availability of medical witnesses. Parties proposing to use medical witnesses in civil
cases should take trial depositions of all medical witnesses. Cases will not be continued
because of the unavailability at trial of the medical witness unless the moving party
demonstrates that they promptly and resourcefully exhausted efforts to obtain that witness'
testimony by deposition.

Criminal jury trials. Motions to continue criminal jury trials shall be filed no later than
seven (7) days prior to trial. Failure to do so may result in the motion being denied.

Proposed entry. A proposed entry shall be filed with a motion for continuance, leaving a
blank for the court to set a new date and time.

Certificate of service. All proposed judgment entries must contain a Certificate of
Service with a blank for the date of service as follows:

I hereby certify that a true and correct copy of the foregoing Judgment Entry was served
according to local rules, Civ.R.5 and/or Cr.R.49 and sent by regular mail, hand delivered
placed in local counsel’s box in Clerk’s Office, and/or served electronically through the
Court’s efiling system on , to the following:

Motions for leave to plead. By agreement of the opposing counsel, any party may be
permitted leave to plea provided that the total extension of time does not exceed twenty-
eight (28) days. The agreement of counsel should be evidenced by an “Agreed Extension
of Time” that has been signed by all parties to the action and filed with the Clerk of courts.

Any motion or agreed extension of time for leave to plead which is addressed to the Court
shall state: 1) the facts which demonstrate good cause for the extension of time, 2) the
number of previous leaves to plead and the total additional time already granted, and 3)
the position of opposing counsel regarding the additional extension of time requested.

Except as otherwise provided by these Local Rules, where a party needs additional time,
beyond that provided in this rule, or where the parties cannot agree upon an extension of
time, the party desiring the extension must file a written motion, supported by an affidavit
that demonstrates good cause for another extension. The motion and affidavit must be
filed on or before the expiration of the time to move or plead.
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The motion and affidavit must be filed even though consent of opposing counsel is
obtained if the extension is for a period beyond that permitted by this rule. The moving
party must submit a proposed judgment entry.

1.04 Motions for leave to amend, to intervene, to join a new party, or to file a third-party
complaint. A motion for leave to amend a pleading, to intervene, to join an additional
party, or to file a third-party complaint shall be filed with the motion that counsel is asking
for leave to file attached as an exhibit. Should the motion for leave be granted, the motion
attached as an exhibit will not be removed and filed separately as an original. Counsel
shall file the motion as an original with the Clerk thereafter. The Clerk has no duty to
contact counsel to request the submission of an original pleading.

1.05 Dispositive motions.

Motions for Default Judgment shall be in writing and shall clearly state the date the
complaint was filed, how service was made, proof of service and answer date. All Motions
for Default Judgment shall also contain a list of all damages supported by documentary or
other evidence. A proposed entry shall accompany the motion as well as an affidavit
addressing age, competence, and military status and, in a foreclosure case, the final
judicial report. An oral hearing may be required at the discretion of the trial Judge, an
appearance has been made, or damages need to be determined.

Motions for Summary Judgment shall be filed and decided in accordance with Civil Rule
56. Memoranda in opposition to summary judgment, affidavits and other sworn material
filed in opposition to summary judgment shall be filed and served in accordance with Civil
Rule 6(C).

1.06 Discovery motions. Itis the policy of this Court to insist on the cooperation of the parties
and counsel in full and proper discovery and to avoid the Court’s involvement in the
discovery process. No motion to compel discovery, motion for protective order, or similar
discovery motion shall be filed with the Court until after the problem has been thoroughly
discussed with opposing counsel, and a diligent effort has been made to solve the problem
informally. An affidavit by counsel describing in detail the efforts which have been made
to resolve the problem with the opposing counsel shall accompany any discovery motion
made to the Court. The presentation of an unwarranted motion or unwarranted opposition
to discovery will subject the offender to sanctions under Civ. R. 37 and this local rule,
including the imposition of costs and reasonable counsel fees and expenses.

1.07 Extensions of time. Extensions of time for the filing of motions or memoranda may be
obtained with the permission of the Court for a period not to exceed thirty (30) days when
no such prior extension has been granted. Extensions exceeding thirty (30) days, and all
subsequent extensions, may only be granted by the Judge, only upon written approval of
opposing counsel or upon motion filed.
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The Court will not accept discovery extensions stipulated to by the parties. All requests
must be made to the Court and determined by the Court with consideration made to the
Court’s docket and the age of the case.

1.08 Motions in limine. Unless a different period is fixed under these rules or by order of the
Court, a written motion in limine for purposes of a non-trial hearing shall be served no
later than fourteen days prior to the hearing, and a written motion in limine for purposes
of a trial shall be served no later than twenty-eight (28) days prior to the start of trial.
Responses to such motions may be served as provided by Civ.R. 6(C); however, a
movant’s reply to the response is not permitted. Upon motion, the Court may grant
permission for an extension of the time to file motions in limine.

1.09 Motions to stay. The requesting party must include a statement showing good cause for
the stay including, but not limited to, the statutory authority or government-imposed
moratorium or deferment. The motion shall clearly state the length of the stay being
requested and expected date of reactivation.

Upon filing and with good cause shown, the Court will order a stay of proceedings and
place the case on the inactive docket until moved by a party to remove the stay and
reactivate the case.

RULE 2: CIVIL CASE MANAGEMENT

2.01 Case designation, filing fees, deposits, and scheduling conference.

(A) Case designation form. Every complaint or other original civil filing shall be
accompanied by a Case Designation Form, which can be obtained in the office of the
Clerk of Courts or on the Court’s website at http:/richlandcourtsoh.us/forms.php A
complaint in a civil case shall not be accepted for filing unless accompanied by a
completed Case Designation Form.

If a case is dismissed and subsequently refiled, the Case Designation Form shall contain
the case number, the name of the Judge to whom it was previously assigned and the
parties. The case shall remain assigned to that Judge.

Unless otherwise ordered by the Administrative Judge, civil cases that have been
dismissed and are subsequently refiled, shall be assigned to the docket of the Judge to
whom the case was assigned at the time of dismissal.

(B)  Filing fees and deposits. Except as provided herein, a civil action or proceeding shall
not be accepted by the Clerk of Court, unless there is deposited with the Clerk of Courts,
as security for costs, the amount set forth in the Order on Court Costs adopted by the
Court.

1. If the party initiating the civil action is an inmate, the party must comply with the
provisions of R.C. 2969.25. Failure to comply with R.C. 2969.25 shall be grounds
for dismissal of the action pursuant to Civ.R. 41(B)(1).
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2. If the party initiating the civil action is not an inmate and believes that he/she is
unable to pay the costs, a completed affidavit of indigency must be attached.

3. If the affidavit is complete, the Clerk shall accept the complaint for filing without
costs. Once the case is assigned, the Judge may make further inquiries into the
party’s ability to pay. Ifthe Judge determines that the party has the ability to pay,
such may be assessed, and payment shall be made.

(C) Timing and service of scheduling conference or order. The Clerk will serve the

summons and complaint (or notice of appeal in workers’ compensation and administrative
appeal cases) on each defendant and shall send notice of the service to the Court. The
Court will issue an order for a scheduling conference for service on all parties to the action.
For cases in which service is made by publication, it is the obligation of the person
requesting service by publication to see that a copy of the order for scheduling conference
is immediately served on anyone entering an appearance after being served by publication,
and failure to discharge this obligation is a failure to prosecute the claim(s). The
scheduling order will comply with the following guidelines:

1.

Professional Tort, Products Liability, Other Tort, and Other Civil Cases: The
scheduling conference will be held approximately three (3) months after filing.

Foreclosure Cases: A status conference will be held approximately ninety (90) days
after the filing. The scheduling order in a foreclosure case will notify the parties of
the filing deadlines for default or summary judgment motions.

Administrative Appeals: The initial scheduling order will be a briefing schedule for
the appeal. The parties will argue the case before the court only if oral argument is
requested by the parties and approved by the court.

Worker’s Compensation: The jury trial will be scheduled approximately eleven (11)
months after filing. A status conference will be scheduled approximately nine (9)
months after filing.

Tax Foreclosures: A Magistrate’s review will be scheduled approximately four (4)
months after filing. A scheduling order will be issued according to the status of the
case and need for same.

Collection and Monies Due on an Account Cases: A bench trial will be scheduled
approximately eight (8) months after filing and a status conference will be held
approximately ninety (90) days after filing. The scheduling order will notify the
parties of the filing deadlines for dispositive motions.

Replevin Cases. A hearing date and time will be set twenty (20) days from date of
filing. If the defendant does not request a hearing within five (5) days of service, the
hearing will be cancelled. An order of possession will be signed and a status
conference set 30 days out to allow for sale.
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Compliance with Civil R. 26. Attorneys and unrepresented parties shall confer as soon
as practicable before a scheduling conference is to be held to discuss the nature and basis
of their claims and defenses, the possibility for promptly settling or resolving the case;
and to discuss a discovery plan. A proposed and agreed discovery plan shall be filed with
the court before the scheduling conference.

Mandatory attendance at scheduling conferences. Counsel with settlement authority
- not secretaries or paralegals - shall appear with their calendars to facilitate scheduling
and shall be prepared to discuss issues in the case, discovery, pending or anticipated
motions, settlement proposals, time required for trial and trial dates.

Failure of plaintiff’s counsel to attend and meaningfully participate may be treated
as a failure to prosecute a case. Sending outside counsel unprepared to discuss
service, dispositive motions or status of a case may also be considered a failure to
prosecute a case.

Attendance by telephone. Attendance may be by telephone upon the condition that
opposing counsel are notified and given the opportunity to appear by phone as well. The
attorneys of record are jointly responsible for coordinating the conference call, shall
conference in all parties appearing by phone and then shall conference in the Court last.
The fact that one or more counsel elects to attend by phone does not prevent others from
attending in person. The Court does not require notice of the intent to attend by phone.

Service of Counsel who have not yet entered an appearance. If there are parties who
have not yet entered an appearance, plaintiff’s counsel shall ensure they are served with a
copy of this scheduling order when they appear.

Jury demand. The party filing a jury demand in a civil case must pay a $400.00 deposit
no later than thirty (30) days after the demand is filed. Failure to pay the $400.00 deposit
may result in the jury demand being denied for cause. The requesting party shall denote
“Jury Demand” in case caption as well as on the case designation sheet. The deposit will
be applied to the outstanding balance of court costs only if the requesting/depositing party
is ordered to pay court costs.

Trial order. At the scheduling conference, the Court will schedule a date for the pretrial,
trial, and the other resolution events appropriate to the case, as well as dates for completion
of discovery, substantive or dispositive motions, and expert witness deadlines. A trial
order confirming those dates will then be provided to the parties.

Alternative dispute resolution. The Court has dispute resolution available to litigants.
Mediations done by the Richland County Common Pleas Court, General Division are done
in accordance with the Ohio Uniform Mediation Act and the provisions are herein
incorporated by reference.
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(A)  Mediation. The Court may issue orders requiring participation in mediation at any stage
of the proceedings upon its own motion, upon the motion of counsel, or upon agreement
of the parties. All parties and their attorneys are required to attend the mediation session
and to meaningfully participate. Permission to participate in a mediation session by
telephone or Zoom may be granted only when justified by a showing of extraordinary
circumstances and must be obtained from the Court in advance of the mediation session.

An individual with the requisite, actual authority to negotiate and settle the dispute shall
attend the mediation on behalf of any party that is not a natural person. When applicable,
insurance representatives with full settlement authority shall attend mediations. In
foreclosure mediations, parties and attorneys may appear by telephone or by Zoom, unless
otherwise ordered. Leave to appear by telephone or Zoom in mediations other than
foreclosure mediations may be granted upon advance request with consent of all parties
and the mediator, or upon a showing of extraordinary hardship.

Failure of a plaintiff to attend and meaningfully participate in mediation may be treated
as a failure to prosecute the case. Failure of a defendant to attend and meaningfully
participate in mediation may be treated as a failure to make a good faith effort to settle the
case which in turn could justify an award of prejudgment interest in an appropriate case.
In addition, failure to attend, prepare for, or meaningfully participate in negotiations at a
mediation conference may result in the imposition of appropriate sanctions, including, but
not limited to, monetary penalties for costs, the other parties’ expenses, prejudgment
interest, dismissal, or default. The minimum monetary penalty for a non-compliant party
will be an award against that party and/or attorney of $100.00 expenses to each party who
does comply and of $100.00 to the Court. Lack of discovery or settlement authority will
not excuse failure to negotiate.

Bach party is required to prepare and deliver to the Court, prior to the scheduled mediation
date, a Confidential Mediation Statement. Confidential Mediation Statements shall not to
exceed five (5) double-spaced, typewritten pages setting forth the following: 1) a
statement of the essential facts of this case underlying the claims and defenses currently
asserted by the parties; 2) a statement of all disputed procedural, substantive and
evidentiary issues; and 3) a statement of the current status of settlement negotiations,
including without limitation, the offers and the responses.

Continuances of mediations shall be granted only for good cause shown no less than two
(2) weeks prior to mediation and after the movant has obtained a mutually acceptable
future date from opposing counsel and the mediator. Without good cause shown, a
continuance will not be granted if the mediation cannot be scheduled prior to the final
pretrial.

Mediation may not be used in those situations prohibited by Sup.R. 16(B)(1). A party
may request that another trusted individual accompany them to the mediation.
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At the conclusion of mediation, the Mediator shall complete a detailed mediation report.
In cases where an agreement has been reached, the parties shall file an Agreed Judgment
Entry with the Court within thirty (30) days of the mediation.

Comments and complaints regarding the performance of the Mediator shall be submitted
in writing to the Court Administrator who will provide a copy to the Mediator who is the
subject of the complaint or comment. The Court Administrator will also forward any
comments and complaints to the Administrative Judge of the Court for consideration and
appropriate action. Disposition by the Court shall be made promptly. The Court shall
maintain a written record in the Mediator’s file regarding the nature and disposition of any
comment or complaint and shall notify the person making the comment or complaint and
the Mediator of the disposition.

Judgment entries.

Settlement or dismissal entries. Settlement or dismissal entries shall be filed with the
Court within fourteen (14) days from the date counsel advises the Court that a case is
settled, unless leave of Court is obtained for good cause shown. The entry shall allocate
court costs. If the entry is not timely filed, the Court may enter its own order dismissing
the case and assessing court costs in accordance with Loc. R. 2.03(D).

Partial or final dismissal entry. The party submitting a dismissal entry which does not
dismiss all the claims of all the parties in the case shall label it “PARTIAL DISMISSAL
ENTRY?” in the caption. The party submitting a dismissal entry which does dismiss all
remaining claims in the case shall label it “FINAL DISMISSAL ENTRY” in the caption.

Entries prepared by counsel. When directed to prepare an entry by the Court, counsel
for the party in whose favor judgment is rendered shall prepare an entry within ten (10)
days thereafter and submit it to opposing counsel for approval. Opposing counsel, within
seven (7) days after its receipt, shall approve it as accurately reflecting the ruling of the
Court or reject it.

If the entry is approved as accurate, approval shall be endorsed on the entry and the entry
returned to the prevailing party, who shall promptly file it with the Court. If the parties
are unable to agree on the entry, the prevailing party shall submit its proposed draft to the
court, within twenty (20) days after the judgment is announced, and the opposing party
may file any written objections to the entry within the following five (5) days.

If no entry is submitted within twenty (20) days, the Court may prepare its own entry or
take any other action as it deems appropriate in the circumstances.

Entries of Judgment must comply with Civ. R. 54(B). Final appealable orders must
clearly state “this is a final appealable order and there is not just cause for delay.” The
Clerk is ordered to serve upon all parties, not in default for failure to appear, notice of this
judgment and its date of entry upon the journal.
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Assessment of costs when not specified. If the final entry in a case does not otherwise
allocate and assess costs, then costs are assessed against all monies on deposit first, then
the balance (if any) of the costs will be assessed against the plaintiff.

Default and cognovit judgment entries. The moving party shall ensure that a cognovit
judgment entry or a default judgment entry (including a default judgment entry which also
schedules a hearing on damages) is served at the last known address(es) of the party(s)
against whom that judgment is taken.

Required trial preparation. At least seven (7) days prior to trial, each party shall:

Submit a trial brief, A trial brief contains: 1) a clear statement of each cause of action
and defense with a summary of the facts supporting each cause of action or defense, 2) a
statement of the legal theories or issues with citations of the authority relied upon, and 3)
anticipated objections and evidentiary problems with citations of authority. Counsel is
required to exchange briefs.

File any proposed jury instructions and interrogatories. Counsel is required to file
and exchange instructions and interrogatories at least seven (7) days before trial. Jury
instructions and interrogatories should address liability and damages and any other
unusual issues in the case. Counsel shall also email a word copy of proposed jury
instructions and interrogatories to the Court no later than the first day of trial.

Identify and mark trial exhibits.

1. Mark exhibits in advance of trial, plaintiffs using numbers and defendants using letters.

2. By the week prior to trial, the parties shall review each other's exhibits and decide
whether you will stipulate or contest authenticity.

3. Provide the court at trial with a list of your exhibits noting for each exhibit whether
authenticity is stipulated.

4. For all photographs, charts, or other exhibits larger than 8-1/2"x11" folded, provide a
photo or other copy no larger than 8-1/2"x11" to keep for the appellate record. The
original, large exhibit will be returned to counsel at the end of the trial.

Identify trial witness. Provide a list of witnesses to opposing parties before trial. Identify
on this list which witnesses you intend to call as experts and state the basic substance of
their proposed testimony.

Resolve objections to deposition testimony. Obtain rulings before trial on all objections
to deposition testimony to be used at trial. If you object to the admission of any portion
of a trial deposition, it is your responsibility to call the court to schedule resolution of
those objections before trial. Failure to do so constitutes a waiver of objections.
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Courtroom technology. Should you wish to use technology in the courtroom, it is the
responsibility of the attorneys to contact the Court’s IT Department at 419-774-7895 no
less than five (5) days before trial to confirm that your technology will work with the
courtroom equipment.

Failure to comply. Failure to comply with these rules may result in appropriate sanctions,
including, without limitation, exclusion of evidence or waiver of objections to evidence.

Bankruptcy adjudication. The attorney of record or the unrepresented party shall,
within fifteen (15) days after filing the bankruptcy, file a Notice of Bankruptcy and
Suggestion of Stay with a time-stamped copy of the Notice of Bankruptcy Case Filing
attached as an exhibit in all the Richland County cases included in the bankruptcy with
the Clerk of this Court and serve a copy of such notice upon other counsel or unrepresented
parties of record in such action(s). Upon the filing of such notice, the Court will order an
indefinite stay of further proceedings and place the case(s) on the inactive docket until the
U.S. Bankruptcy Court discharges or dismisses the bankruptcy. Costs of the action shall
be paid from the deposit.

If the U.S. Bankruptcy Court dismissed the bankruptcy, counsel or the party shall move
the Court by filing a written motion to vacate the stay and reactivate the case(s) with the
Clerk of Courts. The Clerk shall require additional funds to be deposited as security for
costs.

If the U.S. Bankruptcy Court discharges the debt, counsel or the party shall move the
Court by filing a written motion to dismiss the case(s). The Clerk shall require additional
funds to be deposited for costs.

Complaints on_Cognovit Notes. Complaints on cognovit notes will not be accepted
through the Court’s efiling system. A party must file the complaint with the Clerk of
Courts so that the case can be_randomly assigned to a Judge. The original cognovit note
must be presented with the complaint. After being assigned, the complaint and related
filings will be delivered to the assigned Judge by the Clerk of Courts. The assigned Judge
will consider the complaint, as soon as possible, but at the Court’s convenience.

Receiverships

All receiverships shall be conducted according to Ohio Revised Code Chapter 2735.03.
This local rule supplements and does not modify chapter 2735.03.

Opening the Receivership and hearings.

1. Absent an emergency in which irreparable harm is likely to occur, the Court will not
grant a receivership on an ex parte basis. The party(s) seeking a receivership should
ordinarily consult with secured creditors, the debtor, and other parties expected to have
a significant interest in being heard to schedule the appointment of receiver hearing in
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a timely manner. That hearing will not be required if the interested parties agree, and
the Court approves that receiver. A hearing will also not be required if the movant
represents that no one objects to the receiver and the Court approves that receiver.

The Court will set a bond commensurate with the anticipated size of the estate and
with consideration of the views of secured creditors and the debtor. Accordingly,
counsel must be prepared to present sufficient facts for the Court to make an informed
judgment on bond.

An evidentiary hearing, at which the receiver or other witnesses are called to testify,
may be required by the Court at any time.

(B)  Qualifications to serve as a Receiver.

Upon accepting appointment, each receiver must affirmatively acknowledge in a written
oath filed with the Court that the receiver will:

1.

2.

6.

Act in conformity with Ohio law and these local rules;

Deposit all funds coming into their hands into a separate trust account for the estate,
with full contemporaneous record-keeping for all funds;

Avoid any conflict of interest;

Not directly or indirectly pay or accept anything of value that has not been fully and
timely disclosed and formally approved by the Court;

Not directly or indirectly purchase, acquire, or accept any interest in property
managed, appraised, or sold through the receivership; and

Otherwise act in the best interests of the estate.

(C)  General duties of the Receiver. Unless the Court specifically authorizes a receiver to

continue a business, the receiver shall:

1.

2.

Take control of the assets of the defendant debtor that are subject to the receivership;
Give notice to all known creditors of the receiver’s appointment;

Afford reasonable opportunity for creditors to present and prove their claims, and, if
deemed appropriate by the receiver or the Court, publish in a newspaper of general

circulation within the County a deadline or bar date for submitting claims;

Cause the assets of the business to be preserved, inventoried and where appropriate
appraised;

G:\General Division Shared Files\Administrative\Local Rules\Local Rules Changes January 2026.docx 21



S. Determine the validity and priority of creditors® claims;

6. Take such other appropriate steps as may be timely, reasonable, and necessary to
reduce the assets of the business to cash on terms that maximize recovery for the
benefit of creditors, including selling property free-and-clear of all liens provided the
liens attach to the proceeds of sale;

7. Make recommendations for appropriate distributions of cash or property between the
various classes of creditors according to their priority, after such notice as the Court
deems appropriate; and

8. Failure to timely prosecute a receivership, including delay in filing any plan or report
required under this local rule, may result in removal of the receiver and/or attorney

for the receiver and withholding of fees for the receiver and counsel.

(D)  Receivership plan and progress reports.

1. Within thirty (30) days after filing the receivership, or as soon thereafter as
information becomes available, the receiver shall file a written plan for the
receivership. The plan shall, thereafter, be updated as significant developments
warrant, or as part of ongoing periodic reporting to the Court.

2. The initial receivership plan shall identify:

a. The nature of the debtor’s business, and a concise statement of the circumstances
leading to the receivership;

b. Whether the present goal is to preserve and operate a business, collect rental on
property, liquidate assets, or take other action;

c. The significant assets of the receivership, including real estate, tangible or
intangible property, inventory, cash on hand, accounts receivable, and claims
against insurers or other third parties;

d. Anticipated transactional costs predictably to be incurred, including upcoming
financing or mortgage payments, government fees or taxes, receiver fees,
accounting, appraisal or auction costs, and legal fees inherent in the plan (as best
they can be estimated);

e. The anticipated duration of the receivership; and

f. Ifan active business is to be operated, the minimum number of employees needed
to do so, and the estimated aggregate payroll (including benefits) per month.

g. If property is to be liquidated, the estimated date by which appraisal and sale by
the receiver can occur, and whether public or private sale is contemplated.
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3.

h. If litigation or administrative proceedings are underway or anticipated, the nature
and expected cost of each such proceeding.

After filing the first plan, the receiver shall file updated plans and reports no less often
than semi-annually. Each shall include a summary of action taken to date measured
against the previous plan for the receivership; shall set forth proposed future action;
and shall update previous estimates of costs, expenses, and the timetable needed to
complete the receivership.

Copies of each receiver’s plan and report shall be filed with the Clerk, with service
upon all parties who have made an appearance or for whom service remains pending.

(E) Applications to employ counsel or professionals and payment of fees.

1.

A receiver requesting approval to retain an attorney or other professional (including
appraisers, auctioneers, brokers, or real estate agents) whose compensation will be
claimed against the estate or from proceeds of sale of estate property shall apply to the
Court. All such professionals must be disinterested persons with no business
relationship with the receiver, unless otherwise expressly disclosed and approved in
advance by the Court. Applications to employ professionals shall also set forth the
professional’s proposed fee, hourly rate, or other alternative method or formula for
determining compensation in the receivership.

Written notice of all such application shall be given to the debtor, all parties that have
appeared and all those for whom service of process remains pending.

The receiver or counsel for the receiver shall attach to each itemized fee application a
brief updated plan and progress report.

(F) Final Report to the Court and Creditors. When the final fee application is submitted,

it shall be accompanied by the Receiver’s Final Report that includes all the following
information:

1.

The total amount of money collected during the receivership and the source(s) of
those funds;

Total funds previously disbursed to creditors;
The amount of money or any property remaining on hand;
The status of all known secured and unsecured creditors’ claims;

Proposed final distributions to creditors and the date by which receiver proposes to
make them and close out the case;
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6. The total administrative expense incurred to date, including fees paid to the receiver,
attorneys, and other professionals;

7. The amount of additional administrative expense sought to be paid in the final fee
application; and

8. Any known objections or other positions taken by those having an interest in the
receivership.

Administrative Appeals

1. According to Ohio Revised Code Section 2506.02, Appellant shall prepare and file a
complete transcript within forty (40) days after filing a notice of appeal.

2. Appellant shall file the brief in support no later than thirty (30) days after the filing of
the transcript.

3. Appellee(s) shall file any brief(s) in opposition to the appeal no later than thirty (30)
days after Appellant’s brief.

4. Appellant shall file a reply brief, if appellant thinks a reply brief is needed, no later
than fourteen (14) days after brief in opposition.

S. A non-oral hearing shall be held approximately five (5) days after the reply brief is
due.

Civil Protection Orders. The Clerk shall assign all cases filed under Ohio Revised Code
2903.214 to a Judge. All hearings under Ohio Revised Code 2903.214 and all matters
arising from Ohio Revised Code 2903.214 are referred to the Common Pleas Magistrates.

Service by posting in Civil Protection Orders: In civil protection order proceedings
where the party’s residence upon whom service is sought is unknown, service may be
made by posting and mail without the necessity of a poverty affidavit. Before service by
posting and mail can be made under Rule 4.4(A)(2)(b), an affidavit of the party requesting
service or that party's counsel shall be filed with the Court. The affidavit shall contain the
same averments required by division (A)(1) of this rule and, in addition, shall set forth the
last known address of the party to be served. Upon the filing of the affidavit, the Clerk
shall cause service of notice to be made by posting in a conspicuous place at the entrance
of the:

The Richland County Administration Building;
The Mansfield City Administration Building;
The Richland County Sheriff’s Office; and

The Richland County Clerk of Court’s Office.
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The postings under this division (A)(2)(b) shall not be made on the website of the Clerk
of Courts. The notice shall contain the same information required by division (A)(1) of
this rule to be contained in a newspaper publication. The notice shall be posted for six
successive weeks.

2.10 Final pretrial. The purpose of this pretrial is to affect an amicable settlement, if possible,
and to narrow factual and legal issues by stipulation or motions. All counsel must be
present with full settlement authority. If the real party in interest is an insurance company,
common carrier, corporation, or other artificial legal entity, then the chosen representative
must have full authority to negotiate the claim.

Each party shall be prepared to discuss the factual and legal issues in dispute, stipulations,
the non-expert and expert trial witnesses and a summary of expected testimony, special
legal problems anticipated, the estimated length of trial, any pretrial motions
contemplated, and any special equipment needs for trial.

Plaintiff’s demand must be submitted to counsel for the defendant at least fourteen (14)
days prior to the final pretrial conference.

Counsel attending the conference must have complete authority to stipulate items of
evidence and admissions.

If the Court concludes that the prospect of settlement does not warrant further Court
supervised negotiations, then the Court shall act on any other matters which come before
it at that time and efforts shall be made to narrow legal issues, to reach stipulations as to
facts in controversy and, in general, to shorten the time and expense of trial. The Court
may enter a pretrial order to become part of the record of the case embracing all
stipulations, admissions and other matters that have come before it.

2.11 Dismissal of Civil cases sua sponte. Cases awaiting trial, which have been on the docket
for at least six (6) months without any effort to prosecute the case, shall, after thirty (30)
days’ notice, be dismissed without prejudice for want of prosecution, unless good cause
be shown to the contrary. Costs will be assessed against the plaintiff,

Cases in which counsel has advised the Court are settled and/or will be dismissed by the
parties shall, after fourteen (14) days’ notice, be dismissed with prejudice, unless good
cause can be shown to the contrary. Costs will be assessed in accordance with Loc.R.
2.03(D).

Failure to appear as ordered in a Hearing Order/Notice may be considered a lack of
prosecution. After thirty (30) days’ notice, a case may be dismissed without prejudice for
want of prosecution, unless good cause be shown to the contrary. Costs will be assessed
against the plaintiff.
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RULE 3: CRIMINAL CASE MANAGEMENT

Grand Jury after arrest. The prosecuting attorney shall take charges to the grand jury
within thirty (30) days after the date of arrest if the defendant is incarcerated, or within
sixty (60) days after the date of arrest if the defendant is not incarcerated. The Court may
extend the time limit upon a showing of good cause.

If no action is taken by the grand jury within sixty (60) days after the date of the bindover,
the Court shall dismiss the charges without prejudice, unless for good cause shown by the
prosecuting attorney, under Superintendence Rule 39(C)(2)

Arraignment.  Arraignment shall be conducted in open Court and satisfy the
requirements of Crim. R. 10 and the Ohio Revised Code. The defendant and defense
counsel may waive arraignment in writing on the form provided by the Court.

Where it appears to the Court that the defendant is without counsel and desires to have the
Court assign counsel, the Court, before doing so, will require from the defendant a duly
executed an affidavit on the form provided by the Court regarding their general
background and financial status.

Discovery. Discovery shall be conducted in a manner that will eliminate delay and
unnecessary expense. If a “not guilty” plea is entered by the defendant at the arraignment,
the prosecutor shall make available electronically in the Prosecutor portal or otherwise
deliver a discovery packet to defense counsel no later than two (2) weeks after
arraignment, unless speedy trial concerns require a shorter time. Defense counsel shall
access the Prosecutor portal no later than two (2) weeks after arraignment unless speedy
trial concerns require a shorter time. Receipt of the discovery by defense counsel
automatically obligates defendant to supply reciprocal discovery, as described in Crim. R.
16, within thirty (30) days. When new defense counsel takes over representation of a
defendant after the prosecutor has delivered discovery to prior defense counsel, it is the
responsibility of new defense counsel 1) to obtain the discovery from prior defense
counsel or from the prosecutor if that discovery is unavailable from prior counsel and 2)
to fulfill defendant’s reciprocal discovery duties.

Prosecutor pretrial. Rescinded April 22, 2024. 3.04 reserved for future use.

Pretrial. A pretrial will be held between two (2) and four (4) weeks after arraignment.
Defendants who are not incarcerated are required to appear for pretrials. Counsel shall be
prepared to have discussions regarding facts, resolution, and motions that are anticipated.
Itis defense counsel’s obligation to determine from the assigned judge the date after which
the defendant may no longer plead to amended charges or receive an agreed sentence for
a plea.

Transport of prisoners to Court. For pretrial purposes, it is the defense counsel’s
responsibility to confirm a prisoner’s location and to arrange to meet with their client
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electronically or in person at the prisoner’s location. For trial or hearing purposes, the
Court will prepare the necessary transport order.

Application of other local rules to criminal cases. The other local rules of this Court
apply to all criminal cases, except where clearly inapplicable.

Eligibility to serve as Court appointed trial counsel. All attorneys who qualify by
training and experience (according to O.A.C. § 120-1-10) to represent indigent felony
defendants will, upon completion of the Court’s Application for Inclusion, be added to the
Court’s appointed frial counsel list. Attorneys should promptly notify the Court of any
increase or decrease in their qualifications for appointments. To qualify for appointment
as trial counsel, an attorney must have a phone number where that attorney can be phoned
by the Richland County client without a toll call and an email address. Appointed counsel
will not be reimbursed for travel time to and from another office to Richland County.
Appointed counsel is assigned on a rotating basis among qualified counsel to ensure an
equitable distribution of appointments, although the Court may take into account many
factors including the complexity of individual cases, special needs of a party, avoidance
of conflicts of interest, time constraints in a case, and the judicial officer’s experience with
a potential appointee’s case, including current or prior representation of the client, and the
perception of the appointee’s commitment to providing quality representation to each
client. The Court reserves the right to prefer attorneys for appointments whose offices are
closer in geographic vicinity to Richland County. Eligibility for appointment may be
revoked by the Court in the interest of justice for good cause shown.

Eligibility to serve as Court appointed appellate counsel. All attorneys who qualify by
training and experience (according to 0.A.C. § 120-1-10) to represent indigent felony
defendants in the appeal of their convictions will, upon completion of the Court’s
Application for Inclusion, be added to the Court’s appointed appellate counsel list.
Attorneys should promptly notify the Court of any increase or decrease in their
qualifications for appointments. To qualify for appointment as trial counsel, an attorney
must have a phone number where that attorney can be phoned by the Richland County
client without a toll call and an email address. Appointed counsel will not be reimbursed
for travel time to and from another office to Richland County. Appointed counsel is
assigned on a rotating basis among qualified counsel to ensure an equitable distribution
of appointments, although the Court may take into account many factors including the
complexity of individual cases, special needs of a party, avoidance of conflicts of interest,
time constraints in a case, and the judicial officer’s experience with a potential appointee’s
case, including current or prior representation of the client, and the perception of the
appointee’s commitment to providing quality representation to each client. The Court
reserves the right to prefer attorneys for appointments whose offices are closer in
geographic vicinity to Richland County. Eligibility for appointment may be revoked by
the Court in the interest of justice for good cause shown.

Indigency. Before counsel is appointed, each alleged indigent defendant must establish
indigency during arraignment by disclosing the number of persons in the household,
sources of income to the household, assets, and liabilities. The defendant must complete
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a Financial Disclosure Form. Counsel appointed by the Court is responsible for acquiring
defendant’s signature on section IX Applicant Certification of the Financial Disclosure
Form.

Requests for compensation. Appointed counsel shall make all requests for compensation
for payment by completing the prescribed Ohio Public Defender Forms and submitting
them to the Court within thirty (30) days after filing of the termination entry of the case
for which reimbursement is requested. An attorney may be denied or be subject to a
reduction in the reimbursement requested for failure to meet the time deadlines or to
comply with the other reimbursement requirements. The Richland County Board of
Commissioners’ Resolution sets the hourly rate of compensation, and the maximum fees
allowed.

Appointed counsel shall ensure that a defendant completes and signs the Financial
Disclosure/Affidavit of Indigency as required in OAC 120-1-03 (J) as soon as practicable
after appointment. Failure to obtain defendant’s signature on the Affidavit will require
explanation in the form of an affidavit signed by appointed counsel. Failure to acquire
defendant’s signature may result in the denial of counsel’s request to have fees approved.

Exceeding maximum fees. To charge and receive fees more than the limitations set by
the county commissioners, assigned counsel must move the Court for authorization to
exceed the limitations. The motion shall include justification for the extraordinary fees.
Assigned counsel should move the Court when it appears (rather than at the end of the
case) that the fees in a case may exceed the maximum fee approved for that level of felony.

Assigned counsel will not be reimbursed for travel time, mileage, or parking. In addition,
no allowance will be approved for fixed office overhead, daily copies of transcripts, or
depositions.

Investigators. Investigators shall not be employed by court appointed defense counsel
except by leave of Court. In those cases, counsel shall make application for the use of an
investigator in writing at least 30 days before trial. The application should set forth in
detail the basic reason for the need for such request and the approximate amount that
would be incurred if the request were granted. The fees will be determined by the Court.
In every case, the investigator shall submit an itemized statement for services rendered.
Investigators shall not receive compensation at a rate of greater than fifty ($50.00) dollars
per hour. Bills for such investigation shall be filed with defense counsel’s application for
attorney fees and shall be paid as part of counsel’s expenses.

Expert or Specialist. The Court shall not consider approval of or payment for and shall
not approve or pay any amount for any expert or specialist relating to psychological,
mitigation or similar services under R.C. 2929.024 or otherwise in a criminal action unless
there is filed with the Clerk of Courts, under seal and/or ex parte with prior permission for
the Court, an application by counsel for the defendant which expressly provides, with
specificity, the following:
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a. The name of the individual(s) sought to be appointed, his/her professional
qualification or credentials demonstrated by an attached resume or curriculum
vitae;

b. The services sought to be provided including, but not limited to, research,
investigation, testimony, and/or consultation;

¢. The hourly rate to be charged by such individual for each service and the estimated
number of hours;

d. Any additional expenses anticipated in connection with such services; and

e. The total projected expenses anticipated for each individual.

Order of adjudication. Criminal jury trials shall have priority as follows: 1) in custody
of the Richland County Jail and ordered by the longest period of incarceration to the most
recent; and 2) not in custody of the Richland County Jail and ordered by the oldest
arraignment date to the most recent.

Surety Bail Bond Registration

Registration. All bond agents and surety companies seeking to do business in the General
Division of the Richland County Common Pleas Court must file the following: completed
the Court’s surety bail bond agent registration form, Certificate of Compliance, Certificate
of Authority, State of Ohio Department of Insurance with the bonding companies name,
State of Ohio Department of Insurance with the bondsman’s name, copy of the bondsman
driver’s license. All must be current and not expired.

An agent shall renew the agent’s registration by the first day of April of each year, in
accordance with R.C. 3905.87. An application may be attained at the Clerk of Courts or
online at https://www.richlandcourtsoh.us/.

Failure to produce. Upon a defendant’s failure to appear at a scheduled hearing or trial,
unless good cause is shown, the Court will issue a warrant for the defendant’s arrest,
revoked previously established terms and conditions of bond, and order the forfeiture of
the posted surety bond. A notice for a show-cause hearing will be issued to the bail bond
agent that he/she will have not less than forty-five (45) days but not more than sixty (60)
days to bring the defendant before the Court. If the bail-bond agent is unable to secure the
defendant’s appearance within this time frame, judgment will be entered against the
surety.

Cancellation. Pursuant to R.C. 3905.9 32(K), a bail bond agent may not execute a bond
in this State if a judgment has been entered on a bond executed by the bail-bond agent,
and that judgment has remained unpaid for at least sixty (60) days, unless the full amount
of the judgment is deposited with the Clerk of Courts. Therefore, if a judgment remains
unpaid for sixty (60) days, registration with the Clerk of Courts under R.C. 3905.87 will
be canceled. In accordance with R.C. 3905.80 7(A), the bail-bond agent will not thereafter
be permitted to post bonds at the Court until the current obligations are met, and
credentials are submitted for registration during the next registration.
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3.14 Application for Relief from Weapons Disability. Pursuant to R.C. 2923.14, any person
who is prohibited from acquiring, having, carrying, or using firearms may apply to the
court of common pleas in the county in which the person resides for relief from such
prohibition. Individuals seeking relief from weapons disability must complete and file the
Application for Relief from Weapons Disability form, which can be found on the Court’s
website, and pay the filing fee as designated in the Court’s Fee Schedule. The Applicant
shall request service on the Richland County Prosecutor. The Court will issue a notice of
an oral hearing at which the Court will determine if relief can be granted under the Ohio
Revised Statutes.

RULE 4: WITHDRAWAL OF COUNSEL

A withdrawal of representation by counsel after a case is set for trial is discouraged. In
civil cases, no attorney will be permitted to withdraw as counsel for a party once that attorney has
entered an appearance on behalf of that party unless 1) the attorney files a written
acknowledgement signed by his client that the client understands the case will proceed according
to the time schedule already fixed by the Court whether or not he has a new attorney, that he
nevertheless consents to withdrawal of his attorney, and includes the client’s current telephone
number and address, or 2) a hearing is held at which the party is present and may be questioned
by the Court, or 3) there is a concurrent substitution of new counsel for the party. The motion to
withdraw must also include the last known address and phone number of the client.

In criminal cases, the motion to withdraw shall be made no later than fifteen (15) days
before trial and an oral hearing will be scheduled. The motion to withdraw must also include the
last known address and phone number of the client if the defendant is not in custody.

RULE 5: VIDEO TAPED DEPOSITIONS

If a party taking a deposition wishes to have the testimony recorded by other than
stenographic means, it shall be done in accordance with the Civil Rules, as well as
Superintendence Rule 13, a videotaped deposition filed for use at trial or filed in support of, or
opposition to any motion before the Court shall be accompanied by a written transcript of the
deposition. The transcript of a videotaped deposition to be used at trial shall show the recorded
time of each objection made by the parties during the deposition.
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RULE 6: JURY VIEW

Generally, a jury view is not favored. The same information may be presented through

photographs or videos of the scene, diagrams, or aerial photographs. No jury view will be ordered
in a civil case until the party requesting the jury view has deposited the sheriff’s transportation
cost with the Clerk of Courts. The reasonable cost of transportation for a jury view shall then be
taxed to costs of the case to be reimbursed to a party making the deposit (if costs are not taxed to
that party) upon completion of the case.

7.01

7.02

7.03

7.04

(A)

®)

RULE 7: ASSIGNMENT OF JUDGES

Civil cases. The Clerk of Court’s shall randomly assign a judge to new civil cases unless
otherwise ordered by the Administrative Judge. Civil cases that have been dismissed and
are subsequently refiled, shall be assigned to the docket of the judge to whom the case
was assigned at the time of dismissal. No action shall be taken on any case until it is
assigned to a judge.

Consolidated cases. A motion for consolidation shall be decided by the Judge assigned
to the case having the oldest case number, and if consolidation is granted, the cases shall
be consolidated into the case with the oldest case number under the judge assigned to that
case.

Refiled cases. If a case is dismissed and subsequently refiled, it shall be reassigned to the
same judge to whom it was assigned prior to dismissal. A refiled case shall state under
the case number on the complaint, “this is a refiled case previously assigned to Judge
” with the name of the judge to whom the case was previously assigned
inserted in the blank.

Criminal cases.

Grand Jury assignments. The two general division judges of this Court shall alternately
call, instruct, and seat the grand jury.

Prior criminal cases. Cases in which the defendant has prior criminal cases in Richland
County shall be assigned to the same judge as presided over the oldest prior case or the
judge’s successor.

When cases involving multiple Defendants are related, all cases shall be assigned to the
judge according to the defendants’ oldest case number.

Defendants charged with offenses of capital murder, aggravated murder, and murder shall
be alternately assigned between the trial judges of this division.
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8.01

8.02

8.03

All other cases are assigned randomly among the judges of the division through an
objective and impartial system that ensures the equitable distribution of cases between or
among the judges of the division.

RULE 8: FORECLOSURE, QUIET TITLE AND
PARTITION ACTIONS

Judicial reports. In actions to quiet title, partition, and/or foreclosure actions, the party
seeking said quiet title, partition, or judicial sale of property shall procure, and file with
the Clerk of Courts, within fourteen (14) days after the filing of the pleading requesting
relief, evidence of the record title to the premises in question. Evidence of title shall be
demonstrated by a preliminary judicial report, which shall include those items outlined in
O.R.C. 2329.191(B) and issued by a title insurance company licensed or authorized to do
business in the State of Ohio.

Prior to the submission of a dispositive motion, the party submitting the packet shall file
with the Clerk of Courts a final judicial report which updates the state of record title from
the effective date of the preliminary judicial through at least the day after service has been
perfected on all necessary parties. The final judicial report must also have an effective
date within six (6) months of the date of judgment and shall contain a certification that all
parties have been served. The cost of the title examination necessary for the preparation
of both the preliminary judicial and the final judicial report, may be taxed to the costs of
the case upon request of the party who incurs the expense. Failure to comply with the rule
may result in the dismissal of the action.

Legal descriptions. Prior to the filing of the Complaint, the plaintiff shall obtain the pre-
approval of legal description from the County Auditor’s Office, Tax Map Department,
and shall file the original stamped “approved” description with the complaint. The Clerk
shall not file any foreclosure complaint that does not include a pre-approved legal
description. Further, said approved legal description shall be submitted by plaintiff or by
cross-complainants, at all stages in the foreclosure (i.e., proposed judgment entry,
praecipe for order of sale, confirmation entry, sheriff’s deed, etc.). Failure to attach the
stamped “approved” legal description shall be cause for rejection of said document for
filing.

To obtain pre-approval, the plaintiff shall provide an original legal description to the
Richland County Tax Map office by fax to (419) 775-5378. Copies are not sufficient and
will not be approved. The Tax Map office shall review and return the property legal
description with a stamp of approval if correct. If corrections are required, then the
corrected legal description shall be resubmitted to the Tax Map office until approved.

Title search. In foreclosure, quiet title, and partition actions for real property — except
for certain in rem foreclosures for delinquent real property taxes which are permitted by
Revised Code chapter 5721 to be filed without title searches — the attorney for the plaintiff
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shall procure and file with the Clerk concurrently with his complaint, evidence of the state
of record title to the premises, including the names of the owners and lien holders of the
property to be sold and a reference to volume and page number at which the instrument is
recorded under which each owner or lien holder claims title.

Each such title search shall be prepared not more than thirty (30) days prior to the filing
of the case by a qualified attorney in good standing, by a qualified title and abstract
company, or, upon approval of the Court for good cause shown, by another qualified
person. If a plaintiff in a foreclosure case claims ownership of the loan or mortgage
through an assignment, a title search must demonstrate that assignment of record before a
foreclosure judgment may be entered. Failure to comply with this rule may be grounds
for dismissal of the action without notice. The reasonable cost of the title search may be
taxed for reimbursement with the proper filing of an invoice.

8.04 Permanent parcel number and address of property. In any foreclosure, quiet title, or
partition action involving Richland County real property, the complaint shall include on
its face, the permanent parcel number, and the address of the property, and, as part of the
description of the real estate, the permanent parcel number(s) assigned to that property by
the Richland County Auditor.

8.05 Mortgage Conciliation Program. The Court offers a conciliation program to determine
if it is possible to negotiate an agreement between a mortgage holder and the lender. Upon
referral of a case to the Mortgage Conciliation Program, the Court will hold in abeyance
ruling on all motions dispositive in nature until the Court is satisfied that the terms and
conditions of the Mortgage Conciliation Program have been fully met.

To qualify for the program, the defendant property owner must file an answer. Once filed,
the Court will review the answer and decide whether the case is appropriate for the
program.

If the case is accepted, the Court will acknowledge that acceptance by letter. Attached
will be an Authorization for Release of Information form which must be returned to the
Court.

Homeowner defendants must complete a credit counseling session. The Court has a list
of approved agencies which is available upon request. Failure to complete credit
counseling may result in the termination of the program and a return to the litigation track.

All counsel and parties are ordered to cooperate with the Richland County Mortgage
Conciliation Program. The failure of Plaintiff to cooperate with the Richland County
Mortgage Conciliation Program may result in judgment being denied based upon failure
to prosecute. Failure of Defendant to meaningfully participate in the Richland County
Mortgage Conciliation Program may result in Defendant being removed from the
Conciliation program and the case returned to the litigation track.
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(D)

(E)

(F)

Counsel of record and parties shall be present during all Conciliation Program Status
Conferences unless excused by the Court’s Conciliation Facilitator for good cause.

After acceptance, the Court will conduct telephone status conferences and schedule the
case for mediation with the parties and counsel. Lending institution representatives or
other persons needed to resolve the case shall be present for mediation with full settlement
authority.

All written or verbal communications of any kind concerning settlement made during
Conciliation Status Conferences or the actual mediation process shall be regarded as
confidential and shall not be admissible or used for any purpose, including impeachment,
at any trial or hearing of this cause.

Private Selling Officer (PSO).

Motion for private selling officer. Parties seeking a judicial sale of foreclosed property
by a Private Selling Officer (PSO), pursuant to ORC § 2329.01, shall file a separate motion
for the Court to appoint a qualified PSO for sale of the foreclosed property. The motion
shall be filed prior to, or contemporaneously with, the movant’s dispositive motion. The
motion shall include positive averments that: 1) the proposed PSO is a resident of the state
of Ohio; 2) the proposed PSO is a licensed auctioneer under Chapter 4707 of the Revised
Code. The movant must provide the Court with the PSO’s auctioneer license number; and
3) the proposed PSO is a real estate broker or real estate salesperson under Chapter 4735
of the Revised Code. The movant must provide the Court with the PSO’s real estate broker
or real estate salesperson license number. Any motion to appoint a PSO that does not
comply with these requirements will be overruled.

Praecipes for order of sale/appraisal by PSO. The party requesting execution shall file
with the Clerk of Courts a praecipe or praecipes requesting the issuance of an order of
appraisal to the sheriff and an order of sale to the PSO.

PSO report. PSO reports of sale shall be filed within ten (10) days of sale. The PSO shall
make return to the Court.

PSO sale terms. The PSO is authorized to sell the property in accordance with O.R.C.
2329, 2329.33 and 2329.08.

Real estate taxes; verification. In all foreclosure actions and sheriff sales, the purchaser
shall pay all required real estate taxes directly to the Richland County Treasurer.

Cancellation of PSO sale. If a PSO sale is cancelled for any reason, the party that
requested execution shall file a motion with the Court stating that the execution upon the
praecipe has been cancelled or expired. If the party wishes to execute on the property
again, it must file a new praecipe or praecipe(s). The Clerk may bill the costs to date to
the party that requested the execution.
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8.09

Sheriff’s sales

Praecipes for order of sale. In non-tax foreclosure matters, each praecipe to the Clerk
of Courts for an order of sale shall be accompanied by an approved tax map legal
description. The Clerk shall issue the order of sale to the sheriff. The Clerk is instructed
to reject for filing any praecipes for orders of sale in non-tax foreclosure matters that are
not accompanied by the required approved tax map legal description and deposit.

Sheriff’s return. Within ten (10) days of the date of sale, the sheriff shall make his return
to the Court. Counsel for the party requesting execution shall submit a proposed journal
entry confirming the sale and file a motion requesting the Court to confirm the sale.

Real estate taxes; verification. In all foreclosure actions and sheriff sales, the purchaser
shall pay all required real estate taxes directly to the Richland County Treasurer.

Cancelling a scheduled sheriff foreclosure sale. Any motion to cancel a sheriff’s sale
shall state why the Court is being asked to cancel the sale and state the occupancy and
maintenance status of the subject property. Simply stating that case is in “loss mitigation”
is not sufficient cause for cancelation. The assigned judge will consider the motion, as
soon as possible, but at the Court’s convenience. Any motion for cancelation filed less
than three (3) days before the sale, is done so at plaintiff’s risk.

Purchase price. In every sheriff sale, except tax foreclosures, the purchaser, immediately
following the acceptance of bid, shall deposit, payable to the Sheriff, ten percent (10%)
of the amount of such accepted bid, but in no event less than $1,000 up to a maximum of
$10,000. All money more than the required deposit will be applied toward the purchase
price of the property. The purchaser shall be required to pay interest on said unpaid
balance at ten (10%) percent per annum from the date of confirmation of the sale to the
date of payment of the balance unless the balance is paid within eight (8) business days
from the date of confirmation of sale.

Failure to complete PSO or sheriff sale purchase. In the event a purchaser fails to pay
the balance due on the purchase price and complete the purchase within thirty (30) days
after confirmation of sale, the purchaser shall be in contempt of this Court. The party who
requested execution may file a motion requesting that the purchaser show cause as to why
the purchaser should not be held in contempt for failure to complete the sale. Upon good
cause, the motion may be granted and include a forfeiture of all, or some of the purchaser’s
sale deposit.

Notice of PSO or sheriff sale. The party requesting execution shall promptly mail notice
and location of the sale to the record owner(s) and all other interested parties not in default,
at their last know addresses unless originally served solely by publication. Failure to
timely file a certificate of service may constitute grounds for denial of the confirmation of
sale.

G:\General Division Shared Files\Administrative\Local Rules\Local Rules Changes January 2026.docx 35



8.10

(4)

®)

9.01

9.02

9.03

10.01

10.02

10.03

PSO or sheriff sale appraisals.

Appraisal fees. Appraisal fees shall be paid in accordance with the order for costs
available on the Court’s website.

Praecipes. The Clerk of Courts shall not issue an order of sale without reappraisal to the
sheriff or PSO, unless the subject property has been appraised within the last twelve (12)
months.

RULE 9: SERVICE OF DOCUMENTS

Proof of service. Proof of service on a document filed with the Clerk shall list the specific
parties or attorneys served. It is not acceptable to state that the document was served on
all parties or counsel of record, and a document containing such unacceptable proof of
service may be rejected for filing by the Clerk of Courts.

Court service on Mansfield attorneys. It shall be sufficient service or delivery by the
Court or its Clerk to any attorney who maintains a law office within the City of Mansfield,
Ohio, for any employee or official of this Court or of the Clerk of this Court to place a
copy of the document or other paper in the attorney’s mailbox maintained in the office of
the Clerk of the Richland County Common Pleas Court. Any such service or delivery
shall be deemed effective two (2) business days after the date the document or other paper
is placed in that mailbox. Business days are all days other than Saturdays, Sundays, or
legal holidays observed by the State of Ohio.

Email service on attorneys or Pro Se Litigants. It shall be sufficient service or delivery
by the Court or its Clerk to counsel of record or Pro Se litigant to email a copy of the
document, notice, or other paper. Any such service or delivery shall be deemed effective
when the business date the document or other paper is emailed. Business days are all days
other than Saturdays, Sundays, or legal holidays observed by the State of Ohio.

RULE 10: PLEADING REQUIREMENTS

Space for file-stamp. Along the top edge of the first page of each pleading filed with the
Clerk, a party shall provide a blank space at least 2% inches by 2% inches in which the
Clerk may place the filing stamp.

Caption. All pleadings filed subsequent to the original complaint shall state under the
case number in the caption of the document the name of the Judge to whom the matter is
assigned.

Attorney registration number, address, business email address, telephone, and fax
numbers. Each attorney filing a document in this Court shall include on each document;
their attorney or pro hac vice registration number issued by the Supreme Court of Ohio,
their address, business email address, and telephone and fax numbers. An attorney who
is not licensed to practice law in Ohio shall include his state of licensure and the attorney

G:\General Division Shared Files\Administrative\L.ocal Rules\.ocal Rules Changes January 2026.docx 36



registration number issued to the attorney by the Supreme Court or highest court of that
state.

Counsel has the responsibility to update their mailing address, business email address,
telephone, and fax numbers when they change by sending a notice to the Clerk of Courts
in writing.

10.04 Paper and fastening limitations. All pleadings and written attachments filed with the
Court shall be on 8% inch x 11linch paper printed on one side only. Each pleading shall
be separately fastened together. Spring clips, paper clips, rubber bands, and similar easily
dislodged fasteners are not acceptable. Related pleadings (for example, a motion, an
affidavit, and a proposed judgment entry) should not be stapled together. The Clerk may
reject documents for filing that do not conform to this rule.

10.05 Social security numbers and personal identifiers.

No pleading or other document or attachment may be filed with the Court if it contains
personal identifiers. “Personal identifiers” means social security numbers (except for the
last four digits); financial account number, including, but not limited to, debit card, charge
card, and credit card numbers; and employer and employee identification numbers.

When personal identifiers are omitted from a case document submitted to a Court or filed
with a Clerk of Courts pursuant to division (A) of this rule, the party shall submit or file
that information on the Personal Identifiers form used by this Court in a sealed envelope.
That party shall label the outside of the envelope indicating: it contains the Personal
Identifiers and that it may only be opened by the Court or on the Court’s order; identify
the case number; and the document to which the envelope is attached. Redacted or omitted
personal identifiers shall be provided to the Court or Clerk upon request of a party to the
judicial action or proceeding upon motion.

The responsibility for omitting personal identifiers from a case document shall rest solely
with the party. The Court or Clerk is not required to review the case document to confirm
that the party has omitted personal identifiers and shall not refuse to accept or file the
document on that basis.

No pleading or other document or attachment may be filed with the Court if it contains a
social security number or personal identifier, except as follows:

1. The prosecutor and Court personnel may place a person’s social security number on a
warrant for that person’s arrest or on the summons of a bill of information;

2. A judgment creditor filing a garnishment action may put the debtor’s social security
number on the copy that is to be served on the garnishee. The original and all other
copies of the garnishment shall contain only the last four digits of the social security
number; or

G:\General Division Shared Files\Administrative\Local Rules\Local Rules Changes January 2026.docx 37



3. Documents containing social security numbers may nevertheless be introduced into
evidence at trial if the social security number is relevant to an issue at trial.

4. Any party who receives a social security number during discovery or otherwise in a
civil or criminal case shall use the number only for legitimate litigation purposes in
that case and shall not disclose that social security number for any other purpose
without prior court approval.

10.06 Pro Se Contact Information. A party who is not represented by an attorney shall sign
every pleading, motion, or any other document and shall include the party's address,
telephone number, and e-mail address for service by electronic means. If a document is
not signed or if signed without knowledge, information, and belief that there is good
ground to support the arguments raised in the document, it may be stricken as a sham and
false, and the action may proceed as though the document had not been served in
accordance with Civ.R. 11.

10.07 Signatures

(A)  Electronic Attorney/Filing Party signature. Any electronically submitted document
issued or received by the Court that requires the signature of the attorney or filing party
shall be signed with a conformed signature and considered that of the attorney or party it
purports to be for all purposes. If it is established that the documents were transmitted
without authority, the Court shall order the filing stricken.

1. Format. The correct format for an attorney’s conformed signature is as follows:
/s/Attorney Name
Bar Number
Attorney for [plaintiff/defendant]
ABC Law Firm
Address
Telephone Number | Fax Number
Email Address

2. Conformed signature. The conformed signature on an e-filed document is deemed
to constitute a signature on the document for the purposes of signature requirements
imposed by the Ohio Rules of Superintendence, Rules of Civil Procedure, and any
other law.

3. Multiple signatures. When a stipulation or other document requires two or more
signatures, the filer shall:

a. Confirm that the content of the document is acceptable to all persons required to
sign the document;

b. Indicate the approval of other counsel or parties at the appropriate place in the
document, usually on the signature line; and
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c. E-file the document, indicating the signatories, e.g., /s/ Jane Doe.

Original signatures. All original documents that are not e-filed or documents requiring
an original signature, such as an affidavit or other notarized documents, shall be e-filed as
a .pdf.

1. The filer shall maintain the signed document in the filer’s records and have it available
for production upon request of the Court.

2. The signed document shall be maintained until the case is closed and the time for
appeal has expired or the appeals have been heard or denied and all opportunities for
post-judgment relief are exhausted.

Signature of Judge or Judicial Officer. E-filed documents may be signed by a Judge or
judicial officer via a digitized image of his or her signature combined with a digital
signature. All orders, decrees, judgments, and other documents signed in this manner
shall have the same force and effect as if the Judge or judicial officer had affixed his or
her signature to a paper copy of the order and journalized it.

Attorney or Pro Hac Vice registration number. An attorney shall include the attorney
or pro hac vice registration number issued by the Supreme Court on all documents filed
with the Court.

Length of briefs. Motions and response briefs may not exceed thirty (30) pages,
exclusive of supporting documents. Reply memoranda are limited to twelve (12) pages.
The Court may strike any motion, response, or memorandum exceeding the page limits.
Requests for leave to file motions, responses or memoranda exceeding the page limits
must be made by motion no later than seven (7) days prior to the time for filing the
document, except for good cause shown. Duplicates of pleadings or documents already in
the file should not be attached as supporting appendices but should be incorporated by
reference.

Contaminated documents: If a document received by the Clerk of Court is so severely
contaminated that it creates a health/biohazard for the staff, makes the document illegible,
or raises a concern for the preservation of the document the Clerk may be able to reject
the document with Court approval.

RULE 11: COURT SECURITY

Screening and searching.

All persons entering the Richland County Common Pleas Court, including elected
officials and their employees, attorneys, law enforcement, and security officers are subject
to security screening.
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11.02 Weapons.

No persons within the courthouse, other than police officers on official business or
authorized court officials, shall have on their persons or under their control any dangerous
weapon. No such person other than a police officer in full uniform shall carry a weapon
where it can be seen.

A police officer who is a party or has a personal interest in a proceeding shall not bring or
possess a weapon in the courthouse.

11.03 Photographing or recording.

Photographing, or any recording by any means of the security features of the courthouse
is expressly prohibited. This includes, but is not limited to, the specific photographing of
any of the following: building entrances or exists; the building security station;
magnetometer(s); security cameras or monitors; door locks; or the fire alarm system.
Photographing from areas open to the public into areas that are not open to the public is
also expressly prohibited. Security personnel are charged with utilizing their discretion
in the enforcement of this rule.

Failure to leave when asked by security personnel may result in criminal charges. Any
individual displaying behavior or conduct deemed inappropriate, or which obstructs or
delays business in this building shall be asked to leave.

RULE 12: COURTROOM PROCEDURE

12.01 Spectators.

All persons entering a court facility shall be subject to a security search. Coats, purses,
briefcases, parcels, newspapers, and/or weapons are not allowed in the courtroom.

Spectators and others will be seated in the courtroom on a space available basis in seats
that are provided behind the rail and shall conduct themselves in a manner that does not
disrupt the court proceedings.

Spectators should be dressed appropriately. Images or likenesses of a victim shall be
limited to the size of an 8 x 10 photo. No signs, banners, messages, clothing with
messages or other distracting, disruptive or potentially improperly prejudicial material
may be brought into, worn, or displayed in the courtroom or courthouse.

No persons except officers of the Court and others authorized by the Court are permitted
in front of the railing or bar of the courtroom.
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There shall be no eating, drinking, or smoking in the courtroom unless permitted by the
Court.

The use of communications devices is strictly regulated and prohibited in the courtrooms.
No spectator may photograph, record, or transmit Court proceedings except in compliance

with Loc. R. 12.02.

During the pendency of a matter, representatives of the media will under no circumstances
question or converse with prospective or selected jurors concerning a cause set for trial.

12.02 Broadcasting and photographing court proceedings.

“Proceeding” shall be understood to apply to any public hearing held by the Court and the
term “record” shall be understood to encompass broadcast, televise, record, or photograph.

No photographic, television, recording, broadcasting, telephonic, or transmitting device
shall be used within the courthouse or courtroom unless approved in advance by the Court
pursuant to Superintendence Rules 11 and 12 or otherwise approved by this Court.

Those wishing to broadcast or record a proceeding shall complete the Court’s Request for
Broadcasting and Photographing of Court Proceeding which is available on the Court’s
website.

No recording shall be made: 1) of proceedings in the Judge’s chambers without express
permission of the Judge, 2) in the jury deliberation room during the course of the trial or
after the case has been submitted to the jury, 3) of victims or witnesses who object to
being recorded; 4) of the jurors; 5) audio of conferences conducted in a court facility
between attorneys and clients; or 6) audio of conferences conducted at the bench or from
the courtroom when court is not in session

The judge shall prohibit equipment or activity that is distracting to the proceedings. No
artificial lighting other than that normally used in the courtroom shall be employed,
provided that if the normal lighting in the courtroom can be improved without becoming
obtrusive, the judge may permit modification.

Microphones and other electronic equipment necessary for the audio pickup shall be as
inconspicuous as possible but shall be visible.

Upon the failure of any person to comply with the conditions prescribed by this rule or
the judge, the judge may revoke permission to record, broadcast, or photograph the
proceedings. Violation of the limited permission granted may result in sanctions against
the offending individual, media member, or agency.
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12.03 Dress code.

All persons entering the courtroom shall be appropriately dressed.. Images or likenesses
of a victim shall be limited to the size of an 8 x 10 photo. No signs, banners, messages,
clothing with messages or other distracting, disruptive or potentially improperly
prejudicial material may be brought into, worn, or displayed in the courtroom or
courthouse. The Court may exclude persons from the courtroom who are not
appropriately dressed

12.04 Contempt.

Any person violating these provisions may be found in contempt of court and punished
appropriately. The violation may result in the continuance of the scheduled matter.

12.05 Remote appearances.

Accept as provided in division 12.05, at trial or hearing, testimony shall be taken in open
court.

(A)  Telephone appearances. The Court on its own motion or upon the request of any party
may, in its discretion, conduct conferences, hearings, and proceedings via telephone with
attorneys and unrepresented parties.

1. All hearings involving telephone appearances must be recorded and reported to the
same extent as if all participants had appeared in person.

2. The Court shall specify:
a. The time and the person who will initiate the conference; and

b. Any other matter or requirement necessary to accomplish or facilitate the
telephone conference.

3. The Court may require a party to appear in person at a hearing, conference, or
proceeding in which a telephone appearance is otherwise permitted if the Court
determines that a personal appearance would materially assist in the determination
of the proceedings or in the effective management or resolution of the particular
case.

4. If at any time during a hearing, conference, or proceeding conducted by telephone,
the Court determines that a personal appearance, including video conference, is
necessary, the Court may continue the matter and require a personal appearance.

(B)  Video conferencing. The Court has discretion to conduct conferences, hearings, and
proceedings by video conference with attorneys and unrepresented parties. Mediation
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conferences may also be conducted by video conference at the discretion of the Court
and/or Mediator.

1. The Court may permit one or more parties to appear by video conference.

2. All hearings involving video conference appearances must be recorded and reported
to the same extent as if all participants had appeared in person.

3. Upon convening a hearing involving video conference appearance, the Court shall
recite the date, time, case name, case number, names and locations of parties and
counsel, and the type of hearing.

4. The Court may require a party to appear in person at a hearing, conference, or
proceeding in which a video conference appearance is otherwise permitted if the
Court determines that a personal appearance would materially assist in the
determination of the proceedings or in the effective management or resolution of the
case.

5. If at any time during a hearing, conference, or proceeding conducted by video
conference the Court determines that a personal appearance is necessary, the Court
may continue the matter and require a personal appearance.

(C)  Confidential Attorney-Client communications. During all remote hearings, provisions
shall be made to preserve the confidentiality of attorney-client communications and
privilege.

(D) Witnesses. The Court may permit a witness to testify via telephone or video conference
in any pending matter.

1. The Court may require a witness to appear in person at a hearing, conference, or
proceeding in which a video conference appearance is otherwise permitted if the
Court determines that a personal appearance would materially assist in the
determination of the proceedings or in the effective management or resolution of a
particular case.

2. If at any time during a hearing, conference, or proceeding conducted by video
conference, the Court determines that a personal appearance is necessary, the Court
may continue the matter and require a personal appearance.

3. The witness shall be administered the oath or affirmation using technology that
allows the person authorized to administer the oath to verify the identity of the
witness at the time the oath is administered when appearing remotely.

4. Every witness testifying remotely, including those outside the State of Ohio, in a
trial or other proceeding in open court, shall affirm on the record that the witness
has submitted to the jurisdiction of this Court for the purposes of enforcement of his
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or her oath or affirmation, including any consideration of perjury charges arising
from such testimony.

5. The Court, all parties, and the jury if applicable, must be able to see and hear the
witness.

6. The witness is subject to full cross-examination when appearing remotely.

Technical standards and equipment. The equipment and platform used in any hearing
or proceeding conducted under this rule must conform to the following minimum
requirements:

1. All participants must be able to see and/or hear and communicate with each other
simultaneously; and

2. All participants must be able to see, hear, or otherwise observe any documents,
physical evidence, or exhibits presented during the proceedings either by video,
facsimile, or other method.

Public access. For all telephonic or video hearings, the Court shall provide a means of
access for the public at any time the public has the right to be present in the courtroom.
The Court may provide access by in-person attendance or by live stream. Members of the
public should contact the court administrator if they have any questions regarding access
methods.

RULE 13: JURY

Jury administration

Responsibility. The Ohio Rules of Court and the laws of the State of Ohio shall govern
all procedures concerning jury selection and service. The responsibility for administration
of the jury system shall be vested in the Court of Common Pleas, General Division, of
Richland County, the jury commissioners and the Clerk of Courts acting under the
supervision of the court administrator and/or judges.

Jury facilities. The Court provides a juror assembly area on the third floor of the
Courthouse. To the extent feasible, contact between jurors, parties, counsel, and the public
shall be minimized.

Juror compensation. Persons called for jury duty will be paid a fee for their service as
established by the Board of County Commissioners. Such fees shall be paid as soon as
possible after the end of the panel’s service. Employers may not penalize jurors who miss
work due to jury duty.

Juror use. The Court shall determine the minimally sufficient number of jurors needed
to accommodate trial activity. This information and appropriate management techniques
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shall be used to adjust both the number of individuals summoned for jury duty and the
number assigned to jury panels.

Juror eligibility.

General eligibility. All registered voters of Richland County shall be eligible for jury
service except those who are less than eighteen (18) years of age; are not citizens of the
United States; are not residents of Richland County; are not able to communicate in
English; or are convicted felons whose rights have not been restored or are otherwise
excluded by Ohio law.

The opportunity for jury service shall not be denied or limited based on race, national
origin, gender, age, religious belief, income, occupation, disability, or any other factor that
discriminates against a cognizable group in the jurisdiction.

Term of service. Persons serving on petit jury will be on call for a period of three (3)
weeks. Jurors will call a designated phone number to hear a message which informs them
as to their jury service requirements. Persons serving on grand jury will be asked to serve
three (3) or four (4) days per month for two (2) months.

Jury selection.

Source list. In accordance with R.C. 2313, on a date ordered by the Court, the Board of
Elections shall compile and electronically file with the commissioners of the jurors a
certified, current list containing the name, addresses, and dates of birth of all the electors
of the County. Between December 1% and December 15™ of each year, from the electors
list, the jury commissioners shall pull the annual jury source list using random selection
procedures using automated data processing equipment. The annual jury source list will
be certified and filed with the Clerk of Courts.

In the event the number of prospective jurors is insufficient to meet the needs for the
court in the calendar year, the jury commissioners shall reconvene as necessary to select
additional prospective jurors in accordance with R.C. 2313.11.

Panel selection. In accordance with R.C. 2313.05, the jury year is a calendar year. The
jury year shall be divided into three (3) petit terms and six (6) grand jury terms. The jury
commission shall complete, by use of the automated data processing equipment, a list of
prospective jurors for the grand and petit juries no later than three (3) weeks before the
panel is needed.

Notification and summoning procedures. All prospective jurors that are selected for a
panel shall be notified of the requirement of their service by the issuance of a summons
directing them to appear on a specific date. The summons and a questionnaire shall be
sent by ordinary mail or electronically to each prospective juror.
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A notification letter shall be sent to non-responsive prospective jurors via ordinary mail
or electronically. Jurors who fail to report for service may be brought before the court to
explain why they did not appear. Sanctions may be imposed as warranted.

Exemption, excuse, and postponement.

1. There shall be no excuses or exemptions from jury services except those authorized
by R.C. 2313.14.

2. Prospective jurors may be excused for the reasons outlined by R.C. 2313.14.

3. Jurors who are requesting a postponement of jury service under R.C. 2313.15 and
jurors who are requesting an excusal under R.C. 2313.14 may do so by telephone, in
writing, or by email. Jurors requesting an excusal under R.C. 2313.14 for medical
reasons, physical or financial hardship, shall submit documentation of such to the
court in writing.

4. The commissioner shall notify jurors receiving exemptions, excuses, oOr
postponements and shall maintain a record of it.

5. Excusals and postponements for jury service are governed by R.C. 2313 or its
successor. Postponements for jury service for short periods of time may be permitted
by ajudge or a specifically authorized court official. An “extraordinary circumstance”
for purposes of postponement beyond the jury year includes the need to postpone a
juror from the last quarter of the year prior. Such a postponement shall not be for
more than six (6) months. '

Jury trials.

Juror orientation. The Judge will give instructions to all prospective jurors, explain the
jury’s role, trial procedures, the nature of evidence and its evaluation, the issues to be
addressed, and the basic relevant legal principles.

Voir Dire. The Judge will examine prospective jurors and then has the discretion to
permit counsel to question panel members for a reasonable length of time to determine
whether to remove someone for cause and to determine the person’s fairness and
impartiality. Voir dire shall be conducted on the record.

Deliberations. Deliberations shall take place under conditions and procedures designed
to ensure impartiality and secrecy and to enhance rational decision-making. The jury will
not be required to deliberate after a reasonable hour or on the weekend unless the judge
determines that such deliberation would not impose an undue hardship upon the jurors
and is required in the interest of justice.

Prior to the commencement of deliberations, the trial judge will give instructions to the
jury on the law, on the appropriate procedures to be followed during deliberations, and on
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the appropriate method for reporting the results of its deliberations, said instructions will
be in writing and shall be made available to the jurors during deliberations.

(D)  Sequestration. The jury shall be sequestered after a capital case is submitted to the jury,
in accordance with Ohio law. In a non-capital case, a jury shall be sequestered only for
good cause, such as to insulate the jury from improper information or influence. The trial
judge shall have the discretion to sequester a jury on the motion of counsel or on the
judge’s initiative and shall have the responsibility to oversee the conditions of
sequestration.

(E) Dismissing the jury. At the conclusion of a case, the trial judge may release the jurors
from their duty of confidentiality, explain their rights regarding inquiries from counsel or
the media, either advise them that they are discharged from service or specify where they
must next report, and express appreciation to the jurors for their service, but not express
approval or disapproval of the result of the deliberation.

All communications between the judge and members of the jury panel from the time of
reporting to the courtroom for jury selection until dismissal shall be in writing or on the
record in open court, except where a confidential conversation is warranted. If such is
needed, counsel for each party shall be informed of such communication and given the
opportunity to be heard.

RULE 14: COURT RECORDINGS AND TRANSCRIPTS

14.01 Court recordings. The Court may at its discretion record hearings electronically.
Electronic recordings are the official record in the absence of a stenographic reporter. An
electronic copy may not be substituted for a transcript of the record without permission
from the assigned court.

(A)  Electronic copies of court recordings. Copies of electronic recordings may be requested
by completing the Request for Electronic Record of Courtroom Proceedings, which is
available at the Court’s office or on its website.

The expense of making a copy of an electronically recorded hearing shall be the
responsibility of the requesting party in the amount of $10.00. The requesting party shall
also provide a self-addressed, postage paid envelope. Payment will be expected when the
recording is requested.

Upon request and at the discretion of the Court, copies may also be transmitted
electronically as an audio file.

14.02 Transcripts. Requests for transcripts of proceedings that have not been transcribed, shall
be in writing and be served upon the court reporter. Compensation rates for the
preparation of the transcript shall be in accordance with the Court’s Administrative
Judgment Entry. The requester shall make financial arrangements for payment with the

G:\General Division Shared Files\Administrative\Local Rules\Local Rules Changes January 2026.docx 47



court reporter. Requests for transcripts of preliminary hearings at the State’s expense will
not be granted if the request requires a trial delay.

Upon request for a transcript of proceedings that has been transcribed and filed with the
Clerk of Courts, the Clerk shall make copies or shall provide electronic copies of any
electronically maintained document, except sealed documents, upon receipt of a public
records request. The form is available on the Court’s website. The Clerk shall require a
deposit in advance to secure copying costs.

RULE 15 FACSIMILE AND ELECTRONIC FILING

15.01 Facsimile filing.

If the Court or Clerk receives documents to be filed by facsimile without permission of
the Court, the documents will be returned to the filer with instructions to use the e-filing
system.

(A)  Definitions.
1. “Facsimile transmission” means the transmission of a source document by a
facsimile machine that encodes a document into signals, transmits, and reconstructs

the signals to print a duplicate of the source document at the receiving end.

2. “Source document” means the document transmitted to the Court by facsimile
machine/system.

3. “Effective original document” means the facsimile copy of the source document
received by the Clerk of courts and maintained as the original document in the Court’s
file.

(B)  Procedure.

1. Pleadings and other documents, faxed with the permission of the Judge, Magistrate
or Court Administrator assigned to the case, will be forwarded to the Clerk for filing.

2. A document filed by facsimile after permission has been given shall be accepted as an
effective original document.

3. The original document and cover sheet filed by facsimile shall be maintained by the
person making the filing until the case is closed and all opportunities for post
judgment relief are exhausted.

4. Facsimile filings shall not exceed ten (10) pages in length, excluding the cover sheet.
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5. The risks of transmitting a document by facsimile shall be borne entirely by the
sending party. Anyone using facsimile filing shall verify receipt of such filing by the
Clerk of Courts.

(C) Cover page.

1. The person filing a document by facsimile shall also provide a cover page containing
the following information:

a.

b.

The title of the case;

The case number;

The title of the document being filed (e.g., Defendant Jones® Answer to Amended
Complaint; Plaintiff Smith’s Response to Defendants’ Motion to Dismiss;
Plaintiff Smith’s Notice of Filing Exhibit “G” to Plaintiff Smith’s Response to
Defendants’ Motion to Dismiss);

The date of transmission;

The transmitting facsimile number;

The number of pages included in the transmission, including the cover page; and
The name, address, telephone number, facsimile number, Supreme Court

registration number, if applicable, and e-mail address of the person filing the
document.

(D) Time of filing,

1. Subject to the provisions of these rules, all documents sent by facsimile shall be
considered filed with the Clerk of courts as of the date and time the Clerk
timestamps the document received, as opposed to the date and time of the facsimile
transmission. (However, the fax machine will be available to receive facsimile
transmission of documents twenty-four (24) hours per day, seven (7) days per week,
including holidays.)

2. The Clerk shall not accept for filing any document tendered without payment of court
costs and fees, with incomplete information, or that does not conform to applicable
rules.

(E)  Cost of filing.

The Clerk of this Court is expressly authorized to charge a fee for this service, both for
the transmission together with a per page charge, in an amount or amounts as determined
by the Clerk. Payment of fees must be arranged in advance of the sending of the telephonic
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facsimile transmission. The risk of facsimile filing remains with the sender, and the Clerk
of this court assumes no responsibility for the transmission.

15.02 Mandatory electronic filing,

Except as otherwise provided in Subsection L of this Rule, in mandatory e-file case types
all pleadings, including motions, briefs, memorandum of law, title work, preliminary and
final judicial reports, military affidavits, affidavits of accounts, notice/discharge of
bankruptcy, praecipes, orders or other documents, shall be filed electronically through the
Court’s authorized electronic filing system (e-filing). Paper courtesy copies of documents
filed electronically shall not be delivered to the Court. The Court’s authorized e-filing
system is hereby appointed the agent of the Clerk for the purpose of filing, receipt, service,
and retrieval of electronic documents.

(A)  Definitions.

1.

Case Type. A case type that has been designated by Administrative Order or Local
Use as being a mandatory e-file case.

Accepted. An electronically filed document that has been reviewed by the Clerk and
a docket entry created.

Case Management System (CMS). The Court CMS manages the receipt, indexing,
storage, and retrieval of data associated with a case and performs actions on the data.

Clerk. The Clerk of Courts of Richland County Common Pleas Court, General
Division as defined by the Ohio Revised Code.

Clerk review. An inspection of electronically filed documents by the Clerk for
compliance with Court rules, policies, procedures, and practices made before
accepting an electronically filed document and creating a docket entry.

Court_electronic record. Any document the Court receives in electronic form,
records in the CMS and stores in its document management system. This includes
Court initiated filings as well as pleadings, other documents and attachments created
by parties or their counsel. It does not include physical exhibits brought into the
courtroom for the Court or jury’s edification that cannot be captured in electronic
form.

Court initiated filings. Official court documents are entered on the docket or register
of actions, such as notices or orders.
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8. Document Management System (DMS). A DMS manages the receipt, indexing,
storage, and retrieval of electronic and non-electronic documents associated with a
case.

9. Electronic filing (e-file). Electronic transmission, acceptance, and processing of a
filing. A filing consists of data, one or more documents, and images. This definition
does not apply to facsimile or email.

10. Electronic service (e-service). The electronic transmission of an original document
to all case participants who are registered users of the Court’s e-filing system via the
e-filing system. Upon the completion of any transmission to the e-filing system, an
electronic receipt shall be issued to the sender acknowledging receipt by the e-filing
system.

11. Original document. A filing made with the Clerk in either electronic format or paper
form, becoming the Court's official record.

12. Pro Se filer. An individual proceeding “on one’s own behalf” without representation
by an attorney at law.

13. Public access terminal. A terminal located in the Clerk’s office for use by the public
during regular business hours. Users shall be charged for printed copies of documents
at rates permitted by law.

14. Registered User. A person who has read and agreed to the terms of the e-filing
agreement, has provided his/her credentials and has been approved by the Clerk of
Courts.

15. System error. When the Court’s e-filing system is not operational.

(B)  Service of Court initiated filings.

Subject to the provision of this Rule, the Clerk shall e-file all Court initiated filings.
Service of Court initiated filings shall be made via e-service. It is the responsibility of
counsel to update the email address attached to their registration any time it changes.

(C) Documents from Pro Se Litigants.

1. Documents received from pro se litigants who are not registered with the Court’s e-
filing system shall be scanned and filed into the Court’s authorized e-filing system by
the Clerk’s staff. After scanning and filing into the e-filing system, the Clerk may
return the original paper documents to the pro se litigant, if a return mailing envelope
has been provided or at the time of filing if the pro se litigant is filing in person. If no
self-addressed, stamped envelope is provided, the Clerk staff may then discard the
original paper documents after scanning.
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Pro Se litigants must be served conventionally (other than through the e-filing system)
unless that pro se litigant has registered to use the e-filing system with the Court.

Deposits and/or filing fees must be paid before the Clerk accepts documents. Pro se
filers who qualify for indigent status, along with some government agencies, will need
to have their costs deferred, and the Court will need to validate that those parties are
in fact indigent or that they represent a qualifying government agency.

Documents from an Attorney of Record. Documents received by mail or by facsimile,

from a licensed attorney to be filed in case types designated as mandatory e-filing, will be
returned to the attorney with instructions to use the e-filing system to submit documents.

Registration in e-File System.

1.

All counsel of record shall register with the Court’s e-filing system to file, service,
receive, review, and retrieve copies of e-filed pleadings, orders, and other documents
in the case. Pro Se parties may, but are not required to, register with the Court’s e-
filing system.

The Clerk shall not accept for file any pleadings or instruments in paper form except
as provided in Subsection (L) of this Rule, unless a pro se party has no ability to file
electronically, in which case, the Clerk’s office will accept a paper filing. All counsel
shall file electronically.

Confidential and unique electronic identifier.

1.

The Court’s e-filing system shall assign an individual who has registered a
confidential and unique electronic identifier that shall be used to file, serve, receive,
review, and retrieve e-filed pleadings, orders, and other documents in a case. The
Court may revoke an e-filing registration in its sole discretion.

Each person to whom a unique identifier has been assigned shall be responsible for
the security and use of such an identifier.

All e-filed documents shall be deemed to be made with the authorization of the party
who is assigned the specific unique electronic identifier, unless the party proves to the
satisfaction of the Court, by clear and convincing evidence, that the contrary is
demonstrated.

Official Court record.

For documents that have been e-filed or documents filed in paper format pursuant to this
Rule that have been scanned and uploaded to the e-file system by the Clerk, the electronic
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version constitutes the Official Court Record. E-filed documents have the same force and
effect as those filed by traditional means.

(H) Form of documents.

1. Format. All pleadings, motions, briefs, and other documents shall be formatted in
accordance with Rule 10.

a. Motions. When seeking specific action from the Court (i.e., a Motion), the filing
shall clearly be denominated as a “Motion” in the caption of the filing. Merely
including a request for action or motion in the body of the filing might not be
detected by e-filing. Therefore, it is essential that the caption of the filing clearly
be marked as a Motion.

b. Links. A filed document shall not contain links to other documents or references
to the CMS, unless they are incorporated into the filed documents. External links
are prohibited.

¢. Format. Except as provided in Subsection (d) of this Rule, all e-filed documents,
pleadings, and papers shall be filed with the Clerk in pdf.

d. Proposed order or proposed entry. A proposed order or proposed entry shall be
submitted in Word format and reference the specific motion to which it applies.

2. Signatures. E-filed documents shall be signed in accordance with Rule 10.7.

3. Privacy. Filing parties shall omit social security numbers and personal identifiers in
accordance with Rule 10.5.

@ Time, effect, and process of efiling.

1. Submission. E-filings may be made with the Clerk twenty-four (24) hours a day,
seven (7) days a week, but will only be reviewed and accepted by the Clerk during
regular office hours.

2. Receipt. Upon receipt, the Court’s e-file system shall issue confirmation that the
submission has been received. The confirmation shall include the date and time of the
receipt and serve as proof of receipt but not filing.

3. Clerk review. After the Clerk has reviewed the filing, a filer will receive notification
from the Clerk that the submission has been accepted or rejected by the Clerk.

a. If the submission is rejected, the document shall not become part of the court’s
record, and the filer shall be required to re-submit the document to meet the
requirements. The filer will receive an email that the document has been rejected.
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b. Ifthe submission is accepted, the document shall be filed and docketed. The filer
will receive an email that the document has been accepted.

c. Deputy Clerks are unable to fulfill requests for immediate review. Items received
by e-filing will be reviewed in the order in which they are received by the Clerk’s
office.

Official time stamp. Upon acceptance, the submission shall be deemed filed and
shall receive an electronic stamp that includes the date and time that the filer submitted
the document to the Court’s e-file system.

System_errors. If a submission is not received by the Court due to a system error,
then the Court may, upon satisfactory proof, enter an order permitting the document
to be filed nunc pro tunc to the date it was submitted and should have been accepted.

Disposition and maintenance of source documents.

a. A document electronically filed will be accepted as the original filing, consistent
with Ohio Civil Rule 5(E) and Criminal Rule 12(B) if the person filing
electronically complies with all the requirements set forth in this Local Rule.

b. The filer must maintain any document submitted by e-filing until the final
disposition of the case and through any Notice of Appeal or, if appealed, appeal
period.

()  Fees.

1.

Registered e-filers must establish an appropriate account for electronic payment of
filing and other fees. The Clerk will assess normal filing fees, and case deposits shall
be paid in the e-file system. The system accepts payment of deposits and fees
electronically. Alternatively, the system can accommodate the filing of an affidavit
of indigency. Under Section 301.28(E) and (F) of the Ohio Revised Code, a surcharge
for credit card use may be assessed in an amount to be determined by the Clerk.

No personal checks will be accepted.
The Clerk’s office will document the receipt of fees on the docket.

The court will not maintain electronic billing or debit accounts for lawyers or law
firms.

Any document filed electronically that requires a filing fee may be rejected by the
Clerk of Courts unless the filer has complied with the mechanism established by the
court for the payment of filing fees.
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Service.

Documents filed electronically with the Clerk must be served in accordance with
Ohio Civil Rule 5 and Ohio Criminal Rule 49.

Once a party has entered an appearance in the case, the party must furnish his or her
email address, and service thereafter should be made electronically, when possible.

In accordance with Civ.R. 5(B) and Civ.R. 6(D), parties served electronically shall no
longer be entitled to the three-day (3) extension of time to respond that they would
otherwise be entitled to if they were served by mail or by a commercial carrier service.
This applies only to documents other than complaints.

Exceptions to e-filing.

1.

Exhibits. Every reasonable effort shall be made to submit all exhibits and/or
attachments electronically as a .pdf whenever practicable. However, exhibits,
attachments, or other documents that may not be comprehensively viewed in a .pdf
shall be filed in their physical form with the Clerk. Exhibits, and/or attachments, or
other items that cannot be captured electronically shall be filed physically with the
Clerk and be accompanied by a cover page that contains the complete caption of the
case, the case number, the assigned judge, and the party designation of the filer.

Sealed documents. Documents to be filed under seal or in camera shall be filed only
with prior Court order.

All documents that require to be filed under seal shall be submitted to the Clerk for
filing in a securely sealed envelope marked “DOCUMENTS UNDER SEAL” or the
equivalent. It shall also contain the complete case caption, the case number, the
assigned Judge, a descriptive title of the document and the date of any order permitting
the item to be sealed, and the party designation of the filer.

Transcripts of Testimony. Transcripts of testimony, including depositions, shall be
filed in their physical form with the Clerk.

Complaints on Cognovit Notes. Cognovit complaints, with the original Note, shall
be filed in their physical form with the Clerk.

Clivil Stalking Protection OQrders or Civil Sexually Oriented Qffender Protection
Orders. Complaints filed pursuant to R.C. 2903.214 shall be filed in their physical
form with the Clerk.

G:\General Division Shared Files\Administrative\Local Rules\Local Rules Changes January 2026.docx 55



RULE 16: USE OF ARTIFICIAL INTELLIGENCE IN COURT SUBMISSIONS

(A)  Purpose and Scope. This rule is established to govern the use of artificial intelligence
(AD) technologies by attorneys and/or parties in the preparation and submission of
materials to the Richland County Court of Common Pleas. It aims to ensure the ethical
use of Al and maintain the integrity of evidence.

(B)  Definition, Artificial Intelligence (AI): Any technology that uses machine learning,
natural language processing, or any other computational mechanism to simulate
human intelligence, including document generation, evidence creation or analysis,
and legal research. Al-Assisted Material: Any document or evidence prepared with
the assistance of Al technologies.

(C) Disclosure of Al Assistance. Attorneys and/or parties must disclose the use of Al-assisted
technology in the creation or editing of any document or evidence submitted to the court.
Such disclosure should include a general description of the Al technology used and its
role in the preparation of the materials. The disclosure must be made at the time of
submission through a certification attached to the document or evidence, indicating the
type of Al used and certifying the attorney's final review and approval of the Al-assisted
material.

(D) Responsibility and Review. Attorneys and/or parties remain ultimately responsible for
the accuracy, relevance, and appropriateness of Al-assisted materials submitted to the
court. Attorneys and/or parties must thoroughly review all Al-assisted materials to
ensure they meet all legal and ethical standards. Use of Al does not absolve attorneys
from their duty of competence, diligence, and supervision as required under the Ohio
Rules of Professional Conduct.

(E)  Sanctions. Violations of this rule may subject an attorney and/or party to sanctions,
including, but not limited to those sanctions listed in Civil Rule 11 and/or Civil Rule 37.
Sanctions can include dismissal of a claim or counterclaim, or judgment being entered
against the sanctioned party.

(F)  Courtroom Use. The use of Alin the courtroom is prohibited. The use of Al to records,
listen to, or transcribe any activity in the courtroom is strictly prohibited.

RULE 17: VIEW, COPY OR LISTEN TO EVIDENCE

To ensure the chain of evidence, access to the evidence room is restricted to the court reporter,
bailiff, court administrator, or any other court employee given express permission to enter.
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An attorney who wishes to view or listen to evidence must contact the Court to arrange a time
convenient to counsel and the Court to do so. Court staff must be present while an attorney views
or listens to evidence.

Counsel requesting copies of electronically stored evidence must provide the proper and secure
equipment necessary to transfer recordings and electronically stored evidence.

RULE 18: CERTIFICATION OF EMPLOYMENT (CQE)

18.01 Certification of Qualification for Employment (CQE). Under R.C. § 2953.25, the

(A)

®)

©)

)

E)

residents of Richland County may seek a CQE from this Court using the following
procedure. Those residing in another Ohio county must file in their home county, even if
they were previously convicted of criminal offenses in Richland County.

Petition. All CQE applicants must first submit a petition electronically through the Ohio
Department of Rehabilitation and Corrections (ODRC) website located
at https://www.drccge.com.

Filing. After the petition for a CQE has been submiitted electronically and it is determined
to be complete by the ODRC and a DRC CQE Summary has been filed, the Petitioner
shall appear at the office of the Richland County Clerk of Courts, within thirty (30) days
of the completion of the DRC CQE Summary, to complete filing and pay the required
application fee. Failure to file the petition with the court and pay the application fee within
thirty (30) days will result in the court dismissing the petition for want of prosecution. A
petition for a CQE is filed as a civil action. The application fee is $100.00.

Petition Cover Sheet. A petition filed with this court must include a copy of the fully
completed Electronic Application as submitted to the ODRC. The Petitioner must
complete a Petition Cover Sheet (Form A) and include their assigned ODRC Electronic
Petition Identification number.

Personal Identifiers. The individual filing the petition for a CQE is responsible for
removing personal and private information, such as the individual’s social security
number and date of birth, from the petition, any exhibits or addenda attached to the
petition, or from documents later filed in the proceeding. Personal and private information
must be submitted on a Disclosure of Personal Identifier form, which is a non-public
record. The information will be kept in a separate envelope within the case file and
appropriately marked as containing personal and private information.

Court Investigation. Unless the assigned judge deems it unnecessary because sufficient
information is known to justify denial of the petition, after receiving a CQE petition the
Court will perform an investigation. The following will be provided notice of the filing
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@

and a copy of the petition and granted the opportunity to agree, disagree, or provide no
comment regarding the request:

1. The Richland County Prosecutor,

2. Any common pleas court, municipal court, or mayor’s court in the State of Ohio where
the Petitioner has appeared to answer for any criminal or serious traffic matter.

Crimina] Investigation. The Richland County Probation Department may perform an
investigation into the Petitioner’s criminal history. In doing so, the Department may use
any records of this court. The resulting report is not a public record and shall be treated
with the same level of confidentiality as a pre-sentence report.

The judge may order any report or investigation concerning the Petitioner or disclosure
by the Petitioner that the court believes is necessary to reach a decision on the petition.

Unless the assigned judge has already denied the petition, following the completion of the
investigation, the judge will be presented with an information packet and an “Investigation
Completed” notice will be filed with the clerk. The packet shall include a copy of the
petition, the criminal history, and other information obtained by the court in accordance
with O.R.C. § 2953.25 and O.A.C. Rule 5120-15-01. The packet is not a public record
and shall not be made a part of the Clerk’s file.

A decision either granting or denying the petition shall be issued within sixty days of the
filing of the “Investigation Completed” notice. The Petitioner may file a response to the
prosecutor’s or another court’s response to the request for information prior to the granting
or denial of the petition.

Decision. The Court shall notify the Petitioner of its decision to grant or deny the petition
by judgment entry. The court will notify the ODRC of the disposition of each CQE petition
as required. When a petition is granted, the court’s judgment entry shall order the ODRC
to issue a CQE.

Duty to Report. Petitioners who have been granted a CQE by the Court shall have a
continuing duty to report, in writing to the Court, any arrest or conviction of Petitioner for
any felony offense after the issuance of the CQE. Such reports must be filed with the clerk
within seven days of arrest, or if not released on bond, within seven days of conviction for
a felony offense.

Appeal. If the petition has been denied, the judgment entry shall include conditions, if
any, placed on subsequent filings. A denial of a petition for CQE is a final appealable
order and may be appealed to the Fifth District Court of Appeals.
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RULE 19: SPECIALIZED DOCKETS

19.01 CREATION OF SPECIALIZED DRUG COURT DOCKET IN ACCORDANCE

(A)

(B)

©

D)

®)

(F)

WITH SPECTALIZED DOCKET STANDARD 1 (B)

Purpose. Recognizing that substance abuse poses special challenges to the criminal
justice system, the court has created the Richland County Substance Abuse Treatment
Court (SATC Drug Court with the intent to divert those non-violent offenders entering the
criminal justice system whose offense is the result of their substance abuse and addiction
into a phase supervised treatment approach with the goal of reintegrating them back into
society as productive citizens.

Admission. Eligibility for admission, program capacity, the referral process, screening,
assessment, admission, and case flow are monitored by the SATC Team.

Length of program. SATC was designed as an 12-t0-24 months, 4 phased supervised
treatment approach. Participants will attend twice a month SATC sessions for a minimum
of 12 months or until being placed into Phase 4 of the program, after that participants will
attend at least monthly.

Noncompliance. Noncompliance may result in sanctions that are applied at the discretion
of the court.

Terminations.

1. Completion/graduation requires the participant to complete all four phases of the
program. They must demonstrate sobriety, stable living, as well as positive thinking,
attitude, and beliefs.

2. Administrative/neutral termination is made when a participant is not eligible for
graduation because of on-going issues with sobriety and does not fully demonstrate a
stable living.

3. Unsuccessful termination/revocation is a result of the participant failing to maintain
contact with the SATC team, failing to maintain sobriety, or having ongoing criminal
activity.

4. Graduates are monitored up to six (6) months following release/graduation.

Program description. The SATC Program Coordinator shall maintain a Program
Description, available to all court personnel and counsel. The Program Description shall
set forth the rules for the program, policies, and procedures for requirements for the SATC
program. The Program Description shall be reviewed at least bi-annually to comply with
the requirements of the Specialized Dockets Section of the Ohio Supreme Court.
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19.02 Creation of Specialized Reentry Drug Court Docket in accordance with Specialized

A4)

B)

©)

@)

(E)

¥)

()

Docket Standard 1 (B)

Purpose. Recognizing that adult offenders released from prison will face a variety of
challenges and obstacles as they return home to their community, the court created a
program to provide guidance and assistance for offenders to successfully reintegrate back
into the community.

Placement. Placement can take place at several points following prison incarceration: by
judicial release, a split sentence, post release control, or parole. The Judge has discretion,
as does the ODRC Parole Board, to decide participant admission into the Richland County
Reentry Drug Court.

Admission. Eligibility for admission, program capacity, the referral process, screening,
assessment, and case flow are monitored by the Reentry Team.

Length of program. Offenders must have a period of at least 12 months of supervision
following their release. Participants who are newly released offenders will appear for the
first and second sessions (twice a month) all other offenders being monitored will appear
for the second session (one a month).

Noncompliance. Noncompliance may result in sanctions that are applied at the discretion
of the court.

Terminations,

1. Completion/graduation requires the participant to complete all phases of the program
and have had no recent criminal activity. They must demonstrate sobriety and
demonstrate social responsibility and stability.

2. Administrative/neutral termination is made when a participant is not eligible for
graduation because of on-going issues with sobriety or criminal behavior and does not
fully demonstrate a stable living.

3. Unsuccessful termination/revocation is a result of the participant failing to maintain
contact with the Reentry team, failing to maintain sobriety, or having ongoing criminal
activity. Unsuccessful termination/revocation may result in a probation/parole revocation.

Program description. The Reentry Program Coordinator shall maintain a Program
Description, available to all court personnel and counsel. The Program Description shall
set forth the rules for the program, policies, and procedures for requirements for the
Reentry program. The Program Description shall be reviewed at least bi-annually to
comply with the requirements of the Specialized Dockets Section of the Ohio Supreme
Court.
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RULE 20: LAW ENFORCEMENT REPORTING AND COMPLIANCE PLAN

20.01 BCI Reporting.

(A)

(B)

The Reporting Plan has been created for the purpose of ensuring complete, accurate, and
timely submission of information into Ohio’s computerized criminal history repositor at
the Bureau of Criminal Investigation (BCI), the Ohio Law Enforcement Automated Data
System (LEADS), and other law enforcement databases and in compliance with Rule 5 of
the Rules of Superintendence for Ohio Courts.

Duties of Law Enforcement. Fingerprints shall be captured if the offense involved a
felony, escalating misdemeanor, misdemeanor specified in R.C. 190.572(A)(1)(a),

(@)(4)(2), or (A)(6)(a).

1. Forwarding Fingerprints to BCI. The sheriffs and the chiefs of police, immediately
upon arrest of any person for a felony, on suspicion of a felony, for a crime constituting
any of the charges listed in Local Rule 20, shall take the person’s, or cause the same to be
taken according to the fingerprint system of identification on the forms furnished by BCI,
and immediately shall forward copies of the completed forms, any other description that
may be required, including the ITN, and the history of the offense committed to the Bureau
to be classified and to the Clerk of Court having jurisdiction over the prosecution of the
offense.

Duties of the Clerk of Courts.

1. The Clerk shall docket the receipt of fingerprints and the ITN record.

2. The Clerk of Courts is required to create a report of disposition information to BCI
weekly for cases involving the offenses listed in 20.01.

a. The report is to contain:
Incident Tracking Number (ITN)
Style and number of case.
Date of arrest, offense, summons, or arraignment.

Date of disposition — conviction, guilty plea, adjudication, not guilty
finding, dismissal, transfer to another court, mistrial, not competent
finding, nolle prosequi, any other final determination.

Statement of original charge with corresponding ORC section violated.

The sentence, disposition, or terms of probation imposed.
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D)

(E)

3. The Clerk shall transmit a weekly report to BCI of all dispositions for cases involving
the offenses listed in 20 via mail using BCI forms, or via secure file transfer protocol.

4. The Clerk shall download the error file and make any corrections to the records that
were rejected.

S. Once the corrections, if any, have been made the Clerk will resubmit those records. ‘

6. The Clerk shall maintain complete and accurate records in accordance with the laws
and Supreme Court rules in the event of an audit by the FBI, BCI or state and local
auditors.

Court ordered fingerprints. If fingerprints are not yet secured by arraignment or initial
appearance, the court must order the defendant to be fingerprinted within 24 hours of the
court’s order.

The court shall inquire again at the time of a plea and at sentencing. If fingerprints are still
missing, the court must either take the fingerprints or order the person fingerprinted by
law enforcement within 24 hours.

Mental health adjudication reporting. Upon a defendant pleading guilty or being found
guilty of an offense of violence as defined by Ohio Revised Code, Section
2901.01(A)(9)(a) or pleading guilty or being found guilty of conspiracy or attempt to
commit, or complicity in committing an offense of violence as defined by Ohio Revised
Code, Section 2901.01(A)(9)(a); and being ordered to a mental health evaluation; or being
found not guilty by reason of insanity; or being found incompetent to stand trial, the Court
shall complete Form 95: NCIC Mental Health Notice will all required information at the
time of plea or adjudication.

The Clerk of Court shall timestamp, docket, and maintain in the completed Form 95 in the
Case file. The Court shall transmit a copy of the completed Form to the arresting law
enforcement agency to enter into NCIC via the Ohio Law Enforcement Automated Data
System (LEADS) as established in ORC 2929.44.

The Court upon commitment termination or conditional release shall complete Form 95
and shall transmit a copy of the completed form to the arresting law enforcement agency
to enter into NCIC via the Ohio Law Enforcement Automated Data System (LEADS) as
established in ORC 2929.44. The Clerk of Court shall timestamp, docket the completion
of the Form 95, and maintain in the Case file.

Protection Orders. Procedures and Timelines for Reporting Compliance to the Law
Enforcement and NCIC.
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1. Upon a motion for Temporary Protection Order being granted by the Court, the
Court shall:

a. Review and obtain defendant signature in all required areas.
b. Provide a copy to the defendant

¢. The completed and executed Protection Order shall be docketed in the
court records management system by the Clerk of Courts.

d. The Court will then fax the Protection Order along with the appropriate
NCIC form to the appropriate law enforcement agency.

e. The law enforcement agency shall then upload the Protection Order and
NCIC form.

2. Removal or Amendment of a Temporary Protection Order:

a. The Court Order removal or amendment to a TPO shall be served to the
required parties and docketed in the court records management system by
the Clerk of Courts.

b. The Court will then fax the Order along with the appropriate NCIC form
to the appropriate law enforcement agency.

c¢. The law enforcement agency shall then upload the Protection Order and
NCIC form.

(F)  Ohio Bureau of Motor Vehicles (BMYV) Reporting. Procedures and Timelines for
Reporting Compliance to the BMV.

1. The Court shall prepare and efile the BMV conviction report with the Clerk of
Courts. The report shall be in the format as prescribed by the Bureau of Motor Vehicles

(BMV).
2. The Clerk shall docket the form and email it to the BMV.

3. Ifcorrections need made, the Court will prepare a new form. Once the corrections,
if any, have been made the Clerk will resubmit those records in the same manner
described above.

(G) Relief from Disability.

If the Court grants relief, the Clerk shall docket the order in the court records
management system and mail to BCI with the order and the AG’s Relief from
Disability Form.
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(H) Sealing & Expunging Records.

Cases will be sealed or expunged in accordance with ORC Sections 2953, 2151,
2930.171 and 3113.31.

1.

The Court will prepare the order for sealing or expungement and provide the order
and BCI Sealing or Expungement form to the Clerk of Courts.

The Clerk shall docket the order then send the order and BCI Sealing or
Expungement form to the Ohio Attorney General, Attention of the Identification
Section, the prosecutor, the defendant or their counsel, County and State
Probation, law enforcement, and BCIL.

Cases being sealed will be placed in a sealable envelope and maintained by the
Clerk of Courts.

Cases being expunged will be removed from the case management system and the
file destroyed.
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