
SUPERIOR COURT 3 CLERK’S OFFICE DUTIES 
 

Process e-mail requests and faxes 

 

Sheriff Returns:  Each day the Sheriff’s department brings copies of paperwork 

that has been served by the department on various cases.  For each return, an 

entry is made and the paperwork scanned. 

 

Bonds:  When received, the bond checks are posted, an entry made on the case, 

and a hearing is set.  Must check to see if a public defender has been appointed 

to the case.  If so, the court must be notified. 

 

Process new cases and subsequent filings that come into the E-file system.  

Superior Court #3 is responsible for all SC, CC, Estate and Guardianship cases in 

Grant County.  In the E-file system, all documents must be coded properly.  

Once the cases are processed in the E-file system, they cross into task manager.  

The forms are then processed.  Some forms require a signature and seal of the 

Judge or Clerk.  Depending on the type of document, some are Judge 

stamped/Clerk stamped by the Clerk’s Office.  If a proposed Order is processed 

in the Clerk’s Office, an entry has to be made entering the Order.  Required 

hearings are put into the Court’s calendar, new cases are cross-referenced and 

the case flag made.   

?(OV, PL, MI, DN, DC, SC, CC, EU, ES, EM, GU, CT) 

 

Old files prior to 2016 must be scanned, if there is a subsequent filing. 

 

All criminal cases must be brought over through In-Cite.  All filings must be 

entered and scanned.  Cross reference and case flag, add attorney and 

probation.  Citation must be completed and probable cause issued to BMV.  

Warrants entered if required.  Court fees/restitution entered. 

 

Enter bond assignments and release form for distribution. 

 

Pro Se filings:  Provide the proper paperwork, assign a court date, input of 

information in system then scanned and copied, issued for service.  Collect the 

filing fee.  The case must be cross-referenced and case must be flagged. 

 



Sorting and processing of mail and/or distribution. 

 

Input of garnishment and personal payments for various courts.  Upon 

completion/payment of a judgment, a letter is issued to the proper party 

requesting a satisfaction or request for interest.  An entry must be made on the 

case and the letter scanned, and a review hearing set on the court’s calendar 

 

Task queues must be processed throughout the day.  Court requests are 

processed on cases throughout the day, such as estates, guardianships, 

divorces, etc.  When the court enters an order, certain tasks must be done, such 

as Letters of Testamentary issued, Letters of Guardianship issued, Summons 

issued, etc.  Entries must be made indicating that letters, summons, etc. have 

been issued.  When the court enters a judgment on a case, the judgements must 

be entered onto the case by the Clerk’s Office. 

 

Appeals-Completion of Clerks Record and transcript completion issued to the 

Appellate Court and proper entries are made on the case. 

 

 


