KANSAS CITY

Municipal Court

Attorney Guidelines

General Information:

e All Case Information is found on Case.Net.
o Inthe Search for Case drop down, choose “Jackson County-16" Judicial Circuit”. Cases can
usually be seen online within 1 business day.
e Create or log into your Missouri Courts (eFiling) account
o For assistance, contact the Help Desk via e-mail at osca.help.desk@courts.mo.gov or toll-
free by phone at (888) 541-4894 from 7:30 a.m. — 5 p.m., Monday through Friday,
excluding state holidays.

e Allfilings must be PDFs and appropriately captioned to include the case number, Defendant’s full
name, and year of birth.

e The attorney’s signature block shall include their name, Missouri Bar number, contact details, and
email.

e Service of any motions should be made to the City Prosecutor at certificate.service@kcmo.org.

e Filers are responsible for redacting personal/sensitive information per Missouri Supreme Court
Operating Rule 2.

Plea Request Process:

Contact the City Prosecutor's Office at least 5 business days prior to the scheduled court date for
discussion of a plea offer at plea.requests@kcmo.org or dvplea.request@kcmo.org for domestic
violence cases. The Prosecutor’s Office will respond by email.

Remote Plea Agreement Process:

Fine only traffic plea:

e Ifyour client is pleading guilty to a recommendation for a traffic-related fine only case, you
do not need to appear in person.

e Sign the plea agreement form. You may sign for your client.

e Efile the plea agreement. (Document Category: Filing-Other/Miscellaneous—> Document
Type: Plea Agreement)

e Prepay the fine amount with the filing of the plea agreement or file an Agreement to Pay
in full within sixty (60) days of the filing signed by your client (electronic signature will not
be accepted).

e If your client needs additional time to pay or would like to complete community service in
lieu of the fines and costs, please email mcpayment@kcmo.org to make other payment
arrangements.

¢ You will be notified by eNotice when the guilty plea is entered.
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Court Supervised (Regular) Probation Plea:

e  You must efile the following documents within five (5) business days of the court date. If there is
less than 5 business days prior to the hearing date, file a Motion to Continue or you must appear
in person.

o A proposed Probation Order and Agreement to Pay signed by your client (electronic
signature will not be accepted). (Document Category: Proposed Document—> Document
Type: Document(other))

o The plea agreement from the prosecutor signed by both the attorney and defendant for
the judge to verify the recommendations. (Document Category: Filing-
Other/Miscellaneous—=> Document Type: Plea Agreement)

o A Waiver of Appearance and Guilty Plea signed by your client (electronic signature will not
be accepted). (Document Category: Proposed Document=> Document Type:
Document(other))

e The case will be sent to its assigned courtroom for the judge to review.

e If the plea agreement is accepted, you will be notified by eNotice when the plea agreement is
entered. If you do not receive an eNotice that the plea agreement has been accepted, you must
appear on the scheduled hearing date.

o If the judge rejects the plea agreement, you will receive an email from the clerk to appear at
the next scheduled court hearing.

e If one or more of the documents listed above are missing, the documents received will remain
on the case file for the next scheduled court date and the attorney and client MUST appear.

e If the probation is for intense supervision, counsel and defendant must appear at an in-person
or virtual attorney status date.

Virtual Plea Agreement Process a Virtual Attorney Status Docket:
e You must have everything above before plea will be taken on a virtual docket.

In Person Plea Agreement Process:
e Contacting the Prosecutor’s Office prior to the hearing date is strongly encouraged.
e Counselis responsible for filing the plea agreement and signed probation order, if needed.
e All documents must be fully completed with all requirements and conditions legible, or
they will be rejected and the attorney will be responsible for re-filing.

Payment of Fees and Costs:

e All cases receive an automatic 60 days to pay from the date of disposition. Payment in full will
be expected by that time. You must have your client sign an Agreement to Pay. It may be
efiled or completed at the Violations Bureau on the 1* floor of the courthouse.

e Full and partial payments are allowed online, in person at the Violations Bureau on the
1st floor of the courthouse and by mail at 511 E. 11* Street, Kansas City, MO 64106.

e [f your client needs additional time to pay or would prefer to complete community service in lieu
of the fine/costs, they may contact the Violations Bureau in person or by email to
mcpayment@kcmo.org.

e You can pay online through Pay By Web on Case.Net.
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Motions:

e All motions must be efiled through Case.Net for Show Me Courts cases

e All motions must be titled specifically. E.g., “Entry of Appearance”, “Motion to Withdraw”,
“Motion for Continuance”, etc. (the court will consider only what is in the title of the motion
and not what is written in the body of the motion).

e Serve the City Prosecutor’s Office at certificate.service@kcmo.org.
TIP: Email your motions and correspondence with delivery and/or read receipts requested.

e All motions must use the correct document category and document type identified below in the
eFiling system.

Entries of Appearance: (Document Category: Filing- Other/Miscellaneous—=> Document Type: Entry of
Appearance)

e  Written entries must be filed on each case.

e AnEntry of Appearance does not continue the case. An accompanying Motion for Continuance
must be filed for the case to be continued to an attorney status docket.

e Plea agreements may not be addressed on dockets other than attorney status dockets.

Motions to Withdraw: (Document Category: Motion to/For-> Document Type: Withdrawal of Counsel)

e Motions to Withdraw as Counsel must comply with Local Rule 11.4.

e C(Certificate of service to the Defendant must appear on the motion and must be served at least
7 business days prior to the hearing.

e Motion will be heard on the next scheduled court date. If no court date is scheduled, contact
the division for hearing dates.

e Counsel must appear at hearing.

e Withdrawal of an attorney of record will not be permitted on the grounds that fees have not been
collected.

e Granting oral motions to withdraw are discretionary.

Continuances: (Document Category: Motion to/For-> Document Type: Continuance)

e Must be filed at least three (3) business days in advance of scheduled hearing. Five (5) business
days if the case is scheduled for trial.

e Date preference will be considered but not guaranteed. Review Docket Matrix for virtual and
in-person available dates.

e Cases remain in the assigned division unless a Motion to Consolidate is filed and granted.

e Review the Order or Docket Entry for the court’s decision and if granted, the next scheduled
date.

e Ifrequestis denied, counsel and client must appear on scheduled date.
e Failure to appear will result in the issuance of a warrant for your client.

Motion for Consolidation: (Document Category: Motion to/For=> Document Type: Consolidate)

e For Defendant’s that have cases in multiple divisions, those cases may be consolidated pursuant
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to Local Rule 6.4.2 upon a Motion to Consolidate with a Proposed Order.
The Motion may be filed in any division where a case is assigned.
Granting of the motion and assignment of division is discretionary.

Motions for Change of Judge: (Document Category: Motion to/For-> Document Type: Change of Judge)

Motions for Change of Judge shall be filed in compliance with MO Supreme Court Rule 37.53.
If granted, the case will be sent to the Presiding Judge for reassignment.

Motions for Discovery: (Document Category: Motion to/For-> Document Type: Discovery)

Police reports, videos, 911 recordings, etc. are not part of the court files and must be
obtained from the investigating agency or from the City Prosecutor through the
discovery process. Send discovery requests to the City Prosecutor:

o Email discovery.requests@kcmo.org for traffic, codes, and regular general ordinance

violation case discovery

o Email dvdiscovery.request@kcmo.org for domestic violence case discovery.
Any additional discovery or discovery disputes require a motion and proposed order
filed in compliance with Local Rule 12 and Supreme Court Rule 37.54.

Motions to Recall Warrant: (Document Category: Motion to/For-> Document Type: Recall Warrant

Motion to recall warrant must be efiled on each case.

An accompanying Motion for Continuance must be filed for the case to be continued to an
attorney status docket.

Granting the motion is discretionary.

Motion to Set-a-Side Guilty Plea: (Document Category: Motion to/For-> Document Type: Set Aside)

The attorney must communicate with the City Prosecutor’s office first for an offer on the case
by email to plea.requests@kcmo.org or for domestic violence cases email
dvplea.request@kcmo.org.

After the attorney speaks with the prosecutor, the attorney must file motion to Set-A-Side
guilty plea, proposed orders and any relevant documents with the court through the eFiling
system.

The documents filed with the court will be forwarded to the appropriate division for further
action.

Attorneys will be notified through the eFiling system that action was taken on the Show Me
Courts case.

Other Information — where to contact

Requests for compliance notices and record revisions: court@kcmo.org.
Send all class, treatment and/or community service completion certificates through the
eFiling system or to probation@kcmo.org.
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e For payment information, please contact the Violation Bureau by email
mcpayment@kcmo.org or by phone 816.513.2700.

e E-filing document categories and document types.

e Docket Schedule . Municipal Court Continuance Policy . Local Rules and Ordinances .
Table of Payable Case Fines and All Court Costs.

¢ Waiver of Appearance and Guilty Plea form (PDF) Modify as needed.

e Probation Orders: Select the appropriate proposed probation order below for your case. Fill
out and file the order (signed by the defendant) with the plea agreement from the
prosecutor to verify the terms of the plea to the judge.

o Probation Order - Unsupervised Supervised and Intense Supervision
o Probation Order - Domestic Violence

o Probation Order - Domestic Violence Compliance Docket

o Probation Order - Animal

o Probation Order - Housing

e Subpoena Form (Service and Return: Missouri Supreme Court Rule 37.55)

e Additional Forms

e Stipulations Form

Other helpful information

e  Municipal Court Attorney Security Pass. Apply through the KCMBA

e Kansas City Metropolitan Bar Association Municipal Court
Committee

e Missouri Bar Association

e More Helpful Links
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https://www.16thcircuit.org/Data/Sites/1/media/e-filing---criminal---attorney---document-category-and-document-types-(web).pdf
https://www.kcmo.gov/home/showpublisheddocument/11636/638375625311470000
https://www.kcmo.gov/home/showpublisheddocument/11742/638346221379730000
https://www.kcmo.gov/city-hall/departments/municipal-court/about-municipal-court/ordinances-and-rules
https://www.kcmo.gov/home/showpublisheddocument/554/638386805995230000
https://www.kcmo.gov/home/showpublisheddocument/5257/637578043581230000
https://www.kcmo.gov/home/showpublisheddocument/12174/638416229321530000
https://www.kcmo.gov/home/showpublisheddocument/12098/638397981923370000
https://www.kcmo.gov/home/showpublisheddocument/12100/638397981928530000
https://www.kcmo.gov/home/showpublisheddocument/12094/638397981910270000
https://www.kcmo.gov/home/showpublisheddocument/12102/638397981933370000
https://www.kcmo.gov/city-hall/departments/municipal-court/self-help-resources/forms
https://www.kcmo.gov/city-hall/departments/municipal-court/self-help-resources/forms
https://www.kcmba.org/web/Services---Resources/Courthouse-Security-Pass/Courthouse_Security_Pass.aspx
https://kcmba.org/web/web/Sections---Committees/Sections/Criminal-Law-Section/Municipal_Court_Committee.aspx
https://mobar.org/
https://www.kcmo.gov/city-hall/departments/municipal-court/municipal-court-helpful-links
https://www.kcmo.gov/home/showpublisheddocument/5756/637344682742970000
https://www.courts.mo.gov/page.jsp?id=199509

