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1.0 Scope and Effective Date.

These Rules are adopted as Local Rules of Court governing practice and procedure
in the Lebanon Municipal Court. These Rules are adopted pursuant to the Ohio
Constitution, the Rules of Superintendence for the Courts of Ohio, the Ohio Rules of Civil
Procedure, and the Ohio Rules of Criminal Procedure.

These Rules are intended to be supplemental to, and used in conjunction with, the
Rules of Superintendence for the Courts of Ohio, the Ohio Rules of Civil Procedure, the
Ohio Rules of Criminal Procedure, and the Ohio Traffic Rules. Should any conflict exist,
the Ohio Rules shall prevail over these focal Rules.

These Rules shall be cited as “Loc.R. x.”

These Rules are effective as of June 1, 2025, and shall supersede and replace any
Local Rules previously adopted by this Court.

2.0 Court Administration.

A. Hours and schedule. The offices of the Court shall be open for the
transaction of business between the hours of 8:00 a.m. and 4:00 p.m., Monday through
Friday, designated holidays excepted, unless otherwise ordered by the presiding Judge.

Criminal and Traffic sessions shall take place as set forth below, designated
holidays excepted, until concluded. Civil sessions shall begin each Tuesday at 1:00 p.m.
until concluded. Court sessions may also be scheduled on evenings and weekends to
accommodate special circumstances at the Court’s discretion.

Monday

12:00 p.m.  Private Pretrials
1:00 p.m. Video Arraignments for incarcerated individuals
1:15 p.m. Pretrials with Court Appointed Counsel
2:00 p.m. Arraignments
2:15 p.m. Preliminary Hearings, Pleas, Sentencings
Video Pretrials with incarcerated individuals
2:30 p.m. Motion Hearings
3:00 p.m. Trials
3:15 p.m. Reviews

Tuesday

9:00 a.m. Arraignments when the highest level of offense is a minor
misdemeanor

10:00 a.m.  Hearings for minor misdemeanor cases when the Court issues a

supplemental citation.




10:30 a.m. Miscellaneous hearings, as scheduled by the Court.

Thursday

8:30 a.m. Private Pretrials

9:00 a.m. Pretrials with Court Appointed Counsel

9:30 a.m. Video Arraignments and Hearings and Pretrials with incarcerated

individuals; Preliminary Hearings, Pleas, Sentencings
10:00 am.  Arraignments
Court Appointed Pretrials
10:30 a.m. Motion Hearings
11:00 a.m. Trials
1:00 p.m. Video Arraignments

The timing for video hearings with incarcerated individuals is subject to change at
any time. Any person who desires to be present for a video hearing should contact the
Clerk of Court’s office at 8:00 a.m. on the day the hearing is scheduled to obtain specific
information. The times provided are the Court’s best estimate as to when the hearings will
begin and are subject to change.

B. Director of Court Administration. The Court shall appoint as required a
qualified court administrater who will function as the chief non-judicial officer of the
Court. In addition to providing general supervision of the Court’s case flow, community
control, jury, budgetary, clerk supervision, and personnel systems, the court administrator
shall implement the administrative policy decisions of the Court and perform such other
duties as may be assigned by the presiding Judge.

C. Magistrates. The Court may employ one or more Magistrates who may
hear cases by reference, and in accordance with Traf.R. 14, Crim.R. 19, Civ.R. 53, and
Sup.R. 19.

D. Records Retention Schedule. All Court records shall be maintained in
accordance with Ohio Supreme Court Sup.R. 26, the Revised Code, a City of Lebanon
ordinance, or Rule established by this Court.

3.0 Fees and Costs.

A. Criminal and Traffic. The schedule of court costs and fees for criminal
and traffic cases is attached and posted on the Court’s website.

B. Civil. The schedule of court costs and fees for Civil and Smali Claims cases
is attached and posted on the Court’s website.

C. Traffic Violations Bureau. Pursuant to Traf.R. 13 and Crim.R. 4.1, the
schedule attached as ‘Appendix C* shall be followed for listed criminal and traffic
violations. If not specifically identified in ‘ Appendix C’ the defendant is required to attend




Court on the date listed in the Complaint. Defendants can pay the amount listed on the
schedule, on or before the Court date, to avoid a Court appearance.

When the payout for a waivable ticket is less than the Court’s Basic Court Costs,
the Clerk shall first pay all State fines and fees. If funds remain, then they shall be
distributed, on a pro rata basis, 65% to Local Costs and 35% to the Court’s Special Projects
Fund.

If a defendant is cited for multiple violations in one case, and chooses to pay the
amounts indicated in ‘Appendix C,’ the Clerk shall only assess the local court cost once
per case, and shall reduce the waiver amount for the multiple violations accordingly.

4.0 Court Costs,

A, Computerization. The Court has made a determination that for the
efficient operation of the Court, additional funds are required to make available
computerized records of all cases in the Clerk’s office, for the purposes of docketing,
notices, Supreme Court reports, Bureau of Motor Vehicle reports, various monthly repotts,
and financial distribution, etc., and for computerized legal research services. The Clerk is
hereby authorized and directed to charge an additional fee of $2.50 on the filing of each
new criminal and traffic case.

B. Computerized Legal Research. The Court has determined that, for the
efficient operation of the Court, additional funds are required. The Clesk is hereby
authorized and directed to charge a fee of $1.25 on the filing of each criminal action in
order to address the Court’s computerized legal research needs.

C. Special Projects Fund. The Court has determined that, for the efficient
operation of the Court, additional funds are nccessary to acquire and pay for special
projects of the Court, pursuant R.C. 1907.24(B)(1). In addition to all other court costs, the
Court will assess an additional $26.00 in costs for each new criminal case, $26.25 for each
new traffic moving violation, and $46.25 for each new traffic non-moving violation.

D. Community Control Fund. The Court has determined that, for the
efficient operation of the Court, additional funds are required. The Clerk is hereby

authorized and directed to charge a fee of $5.00 for each new criminal and traffic case into
this fund.

E. Civil Court Costs. After payment is made to Legal Aid pursuant to R.C.
1901.26(C) on new filings, all other civil costs collected by the Clerk shall be distributed
on a pro rata basis, 65% to Local Costs and 35% to the Court’s Special Projects Fund.

F. Amendment. An amendment to the allocation of Court Costs may be made
by statute, local ordinance, or by an administrative Order from this Court.

5.0  General Provisions Applicable to all Proceedings.



A, Application of Rules to unrepresented parties. These Rules shall apply
equally to all parties, whether represented by counsel or not. Parties without counsel are
expected to know and follow these Rules. Exception to these Rules will not be made
because a party is unrepresented. Wherever these Rules refer to “attorney(s)” or “counsel,”
they shall also apply to unrepresented partics, whether or not specifically stated as such.

B. Behavior and conduct. All individuals using the Court will be properly
attired, including but not limited to Court employees, attorneys, parties, media and
observers.

The Court adopts the following dress code: no shorts; no miniskirts; no spaghetti
straps, tank tops, halter tops, or strapless tops or dresses; no tops or dresses exposing any
portion of the breast; no skintight pants or skirts; no baggy pants; no see-through clothing;
no pajama pants; no sexually suggestive clothing; and no clothing with references to illegal
drugs, alcohol use, weapons, or sex.

All individuals entering the courtroom will turn electronic devices off or to silent
mode. No cellular telephone calls shall be initiated or received while in the courtroom.

C. Recording of proceedings. No photography, audio or video recording of
any Court proceeding is permitted without the express written permission of the Judge or
Magistrate presiding over the session of Court.

D. Video conferencing and telephone hearings. At the Court’s discretion, a
party may be permitted to participate in a conference or hearing by audio or video
conference. All hearings shall be recorded. Any party who desires to have a hearing
scheduled in this manner shall request same in a written motion filed with the Clerk.

E. Certificate of Service. The certificate of service on all filings shall state
the date and manner of service designating whether it was sent by certified mail, facsimile
transmission, email, hand delivery, or otherwise. The certificate of service on all filings
shall state the name, business address, and email address for service of each attorney or
party to whom the filing is directed and shall be signed in accordance with the Rules of
Civil Procedure. The availability of e-Filing or email filing shall not serve to eliminate any
requirements to serve opposing counsel or parties pursuant to the Rules of Civil Procedure.

F. View of the Scene. All requests for a view of the scene shall be made in
writing and filed at least 14 days prior to trial, with notice to the opposing party. The failure
to file such notice may, within the discretion of the Court, resuit in denial of the request.

In civil cases, the request shall be accompanied by an appropriate cost deposit
according to the attached schedule. In criminal cases, the request need not be accompanied
by a cost deposit.



When permission is granted for the jury to visit the scene, the Court shall arrange
transportation of the jury, the bailiff, the trial judge, and one attorney for each party. Only
the bailiff may point out the places or objects as agreed to by counsel and ordered by the
Court. The attorneys shall not be permitted to speak during the jury’s view of the scene,

G. Exhibits. “Exhibit” means any document or tangible item submitted at any
hearing or frial before a Judge or Magistrate of this Coutt.

Unless otherwise ordered, each party shall have their exhibits pre-marked, with the
Plaintiff using numbers and the Defendant using letters. The party proffering the exhibit
shall provide a copy of all exhibits to each party prior to the hearing, and provide two
copies to the Court: one for the judicial officer and one to be used by witnesses.

If a party proffering an exhibit wants to use the Court’s computer system to display
a video, photo, or other media, that person has a duty, in advance of the trial or hearing, to
ensure it is compatible with the Court’s equipment. Parties are encouraged to contact the
Clerk to schedule a time to meet with the Bailiff, in advance of trial, to satisfy this
requirement.

The Court will not purchase additional equipment or software to assist a party for
the presentation of evidence.

If a party wants to proffer a photo or video from an electronic device, such as a cell
phone or computer, that party has a duty to copy the media or physical document to device
that can be submitted and retained by the Court.

Exhibits that are bulky or oversized shall be photographed by the Clerk or Bailiff,
and returned to the attorney who proffered the exhibit and/or arresting agency. All
photographed exhibits must clearly show the exhibit number.

H. Deposition Transcripts. For every deposition to be used at any trial or
hearing, a transcript must first be filed with the Clerk of Courts.

If an audio/video version of a deposition transcript is to be presented during a trial
or hearing, the attorney or party presenting the audio/video version of the deposition
transcript shall submit the audio/video version of the deposition to the Clerk of Courts
within five working days prior to the trial or hearing, unless otherwise ordered by the Court.

The Court will not accept or permit the audio/video version of the deposition
transcript to be presented during a trial or hearing unless a written transcript of the
deposition accompanies the submission.

The audio/video version of the deposition transcript shall include an attached
written certification from the officer who took the audio/video deposition. The certification
shall state that the witness was fully sworn or affirmed by the officer and that the




audio/video version of the deposition is a true record of the testimony given by the witness.
The officer’s log of the deposition shall be included with the certification.

The audio/video version of the deposition shall be marked as an exhibit of the party
who presented the deposition and shall be retained as evidence in the trial or hearing.

I Expert Witness Reports. A party may not call an expert witness to testify
unless a written report has been procured from the expert and forwarded to all attorneys
and parties, if unrepresented, prior to the time of trial. Unless good cause is shown, all
reports must be supplied as set forth in the scheduling order, but no later than 30 days prior
to trial.

It is counsel’s responsibility to take rcasonable measures, including the
procurement of supplemental reports, to ensure that each report adequately sets forth the
expert’s opinion. The report of an expert must reflect his or her opinions as to each issue
about which the expert will testify. An expert will not be permitted to testify or provide
opinions on issues not raised in his or her report.

This Rule shall not apply to Small Claims cases, unless specifically ordered by the
presiding Judge or Magistrate.

J. Continuance of Trial or Hearing. The Court may continue any trial date
due to a conflict in the Court’s trial calendar,

The Court is opposed to needless delay in the handling of its business. No party
shall be granted a continuance of a trial or hearing except upon written motion endorsed
by the moving party or counsel, showing good cause for the continuance, which then must
be approved by the Court.

The motion for continuance shall indicate whether the opposing counsel/party
supports or opposes the motion. If the moving party is unable to contact opposing
counsel/party, the moving party shall contain in the motion the specific efforts made to
attempt to reach the opposing counsel/party.

When the continuance of a trial or hearing is requested because there is a scheduling
conflict for the attorney to appear in another case assigned for a hearing on the same date
and time in another court, the motion shall be accompanied by documentation of the
conflict.

All requests for continuances must be filed within seven calendar days prior to the
trial or hearing date, except in circumstances which by reasonable diligence could not be
determined, and the request is made as soon as possible after the circumstances are known.

If a request for continuance is filed within seven calendar days prior to the trial or
hearing date, or the moving party does not strictly comply with this Rule, the assigned
judicial officet will not rule on the motion until the scheduled hearing date.




All requests for a continuance shall include a proposed Order with blanks for the
new time and date.

The assigned judicial officer may waive any of the requirements outlined in this
Rule upon a showing of good cause.

K. Retention and Destruction of Exhibits. Exhibits shall be held and subject
to destruction in accordance with Sup.R. 26 through 26.05.

L. Reminders by the Clerk of Court. The Clerk of Court is authorized to
send a Defendant a text message, email, or other electronic/telephonic reminder to attend
court hearings.

6.0  Interpretation, translation, and special accommodations.

A. Adoption. The Court incorporates by reference Sup.R. 88 and adopts this
Rule concerning interpretation and translation of Court proceedings.

B. Definitions. The Court adopts the definitions set forth in Sup.R. 80.

C. Foreign Language Interpreter. Subject to the qualifications and pursuant
to the process outlined in Sup.R. 88, the Court shall appoint a foreign language interpreter
in a case or court function when the Court determines, either in its discretion or at the
request of a party or witness, that a party or witness has limited English proficiency or is
non-English speaking, and the services of an interpreter are necessary for the meaningful
participation of the party or witness.

D. Sign Language Interpreter. Subject to the qualifications and pursuant to
the process outlined in Sup.R. 88, the Court shall appoint a sign language interpreter in a
case or court function when: (1) a party, witness, or juror who is deaf, hard of hearing, or
deaf blind requests a sign language interpreter, giving primary consideration to the method
of interpretation chosen by the party, witness, or juror; or (2) the Court determines a party,
witness, or juror is deaf, hard of hearing, or deaf blind, and determines the services of an
interpreter are necessary for the meaningful participation of the party, witness, or juror.

E. Special Accommodations. Any person who requires special
accommodations because of a handicap or disability shall notify the Court of his or her
special requirements at least ten days before a scheduled court appearance, The Court shall
comply with all reasonable requests for assistance, including providing assistive
technology or other accommodations without additional cost,

7.0 Counsel of Record.

A, Notice of Appearance. In all cases, Counsel shall file a Notice of
Appearance, which shall contain the following information: (1) attorney’s name and




signature; (2) Ohio Supreme Court registration number; (3) business address; (4) direct line
telephone number; (5) fax number, if any; (6) the attorney’s personal email address; (7)
party or parties the attorney represents; and (8) limitations on the appearance, if any.
Documents subsequently submitted to the Clerk for filing shall contain the same
information as set forth above.

If any information set forth in the initial Notice of Appearance is subsequently
changed, it shall be reported immediately by the filing of a new Notice of Appearance. In
cases where a party is represented by more than one attorney, a single Notice of Appearance
may be filed, but it must contain the above information for each attorney on the case.

B. Withdrawal of Counsel. Once an appearance is made, an attorney may
withdraw from a case only with leave of Court. Counsel must file a written motion, stating:
(1) the reasons for the application; (2) the date and time of the next scheduled hearing, if a
hearing has been set; (3) a certification of service on opposing counsel and the client; and
(4) the motion is filed seven calendar days prior the scheduled hearing date, unless
otherwise approved by the Court,

8.0 Security. All persons entering the Courtroom or other areas supervised by Court
staff are subject to screening and search. All persons entering the Courtroom shall follow
the instructions and orders of the Lebanon Municipal Court Judge, assigned or acting
Judge, Magistrate, Court security personnel and bailiffs.

9.0  Bail,

A. Guidelines. All persons are entitled to bail before the initial appearance,
except in capital cases where the proof is evident or the presumption great. On Domestic
Violence, Violation of Temporary Protection Order offenses, and other offenses as
designated by law, the Defendant shall be held without bond until he or she appears before
the Judge and bond is set.

B. Bond Schedule. The Court has adopted a bond schedule for the purpose of
setting bonds prior to arraignment, attached hereto and posted on the Court’s website.

C. No attorney, officer, or employee of the Court or member of his/her
immediate family shall be accepted as principal or as agent for bail or surety.

D. The Court shall charge the maximum amount allowable by law for
processing a cash bond.

10. Court Records.
A, Dockets and Records. The Clerk shall prepare and maintain the case files,

an alphabetical index to the docket, a docket, and such other records as the Court, by Rule,
may require.



B. Case Files. The Clerk shall keep all pleadings, documents and filings
together in 8% x 11” folders in the order in which the cases are numbered on the docket.
The ‘Case File’ shall contain all pleadings, repotts, entries, orders (including requests and
orders for Temporary Protection) and other filings, which shall be public records of the
Court.

C. Confidential Documents. The Clerk shall keep separately within the case
file the Presentence Investigation Report (“PSI™), the Judge’s notes, LEADS or other
similar data, Mental Health reports, and other confidential documents. These documents
shall not be file stamped and shall not be public records of the Court.

D, Docket. The docket shall contain the names of the parties, the names of
counsel, and the nature of the petition, issuance of summons or other process, returns, and
names of pleadings. All reports (excluding a victim’s personal information and other
confidential documents), jury verdicts, orders, judgments and proceedings of the Court
shall be entered by the Court officer designated to clearly specify the relief granted or
orders made in each section. The docket shall be a public record of the Court.

E. Docket Index. The ‘Docket Index’ shali contain the names of the parties
to each judgment. The names of the parties shall be entered in the index in the alphabetical
order of the first letter of the family name. The Clerk shall number the cases progressively
on the docket, and shall correspondingly number the papers in each case. The Docket Index
shall be a public record of the Coutrt.

F. Privacy. At no time shall the docket contain the social security number of
any person. At no time shall the docket contain any personal information which is not
mandated by R.C. 149.43 to be considered “public record.”

G. Original Court Records. No papers, dockets or books on file in the Clerk’s
office shall be removed therefrom for purposes other than use in court. The Clerk shall
permit any party to an action, their counsel or agent, to request copies of any pleading or
other papers in the file, but without removing the original papers from the office of the
Clerk.

H. Notary Services. Officers or employees of the Lebanon Municipal Court
shall not prepare or help to prepare any pleading, affidavit, entry, or order in any civil
matter, except as provided under R.C. 1925.04.

L Original Papers filed with the Court. All papers offered for filling with
the Court shall be typewritten or printed and shall be on 8 %4” by 11” paper. Original
documents attached or offered as exhibits and official Court forms supplied by the Clerk
are exempt from the requirements of this Rule.

J. Required Filing Information. All papers offered for filing with the Court

shall include the following: (1) case number; (2) the name of the Judge or Magistrate
assigned to the case; (3) title of the document (answer, motion, etc.) containing the name
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of the party filing it; and (4) the typed name, signature, office address, direct telephone
number, fax number, personal email address, and Ohio Supreme Court Registration
Number of the attorney, if applicable.

K. Filing by Facsimile. All documents filed by facsimile will be accepted by
the Court effectively as an original. The original with original signatures must be
maintained by the sender and be available upon demand by the Court until such time as the
case is closed. The sender bears the risks of transmitting a document by facsimile.

Anyone using facsimile filing is urged to verify receipt and filing by the Clerk.
Fees will be assessed by the filer per these Rules,

L. Proof of Service. All documents, except the Complaint, are required to be
served on other parties shall contain proof of service in the form provided by Civ.R. 5(D).

M. Copies of the Complaint. The Plaintiff(s) shall tender, along with the
original complaint, a sufficient number of service copies for all defendants to be served.

N. Clerk’s Duty. The Clerk shall, upon receiving papers for filing, docket
same and place the original of said papers in the file jacket without delay. Upon the filing
of a complaint, summons shall be forthwith issued, signed by the Clerk or Deputy Clerk,
and shall bear the seal of the Counrt,

0. Legible Copies. All documents filed with the Court shall be sufficiently
legible. The Court may order stricken any illegible document, or any document that does
not conform to these Rules.

11.  E-Filing

A, The Clerk of Courts currently accepts filings for civil and criminal
cases by electronic transmission. Appellate filings shall be submitted by paper document
filing.

B. All attorneys are encouraged to use the court’s e-Filing system,
Unrepresented parties may utilize the e-Filing system. Unrepresented filers who do not
utilize the e-Filing system must file all documents by mail, commercial carrier service, or
by personal delivery to the Clerk of Court’s Office. The Clerk must accept the paper
document filing, docket the document, and scan the document before the end of the next
business day or as soon as practicable, and retain the original for placement in the case file.

C. All criminal filings, except documents to be filed under seal, may be e-
Filed using the Court’s e-Filing Portal.

D. The Court and Clerk will issue, journalize, and serve notices, orders, and

other documents electronically, when available. For documents that have been
electronically filed or documents filed in paper format that have been scanned and uploaded
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to the E-Filing Portal, the electronic version constitutes the official court record.
Electronically filed papers have the same force and effect as those filed by traditional
means.

E. Definition of Terms

1. Clerk Review. A review of electronically filed documents by the Clerk
of Courts, The Clerk will review the data and documents electronically submitted to ensure
the document is signed by the filer, follows all court formatting rules, is accompanied by
the required payment, does not require a judge’s signature, and that the document matches
what the filer states he or she is filing.

2. Court Electronic Record. Any document received in electronic form,
recorded in the case management system, and stored in the Court’s document management
system, This includes notices and orders created by the Court as well as pleadings, other
documents, and attachments created by the parties. It does not include physical exhibits
that cannot be scanned into electronic form. These documents will be considered and
maintained as court records as set forth in the Ohio Rules of Superintendence.

3. Electronic Filing (E-Filing). The electronic transmission, acceptance,
and processing of a filing. E-Filing does not include facsimile or email,

4. Electronic Signature. A symbol that is adopted by a party with the intent
to sign the electronic record.

5. E-Filing Portal. A system that manages the receipt, process, storage,
and retrieval of electronically filed data and documents associated with a case and performs
actions on the data or documents.

6. Registered User. A person who has read, filled out, and submitted an
Attorney Access Form to the Clerk’s Office and been provided a username and password
to access court cases on the Court’s public access website.

F. Registration.

1. To register for e-Filing, an attorney must complete the Attorney Access

Form, which can be found on the Clerk of Court’s website and submit the completed form

to the Clerk’s Office via hard copy or email,

2. The attorney will then receive a username and temporary password to
sign on to the Court’s public access website.

G. E-Filed Documents.

I. Format. All e-Filed documents must be formatted in accordance with
these Rules.
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2. Ane-Filed document may not contain internal or external links to other
documents or references to the court’s E-Filing Portal.

3. PDF. All documents submitted for e-Filing shall be filed in Portable
Document Format (PDF).

4. Documents submitted via the e-File Portal should not also be
emailed or provided via hard copy to the Court or the Clerk of Courts.

5. Only one captioned document may be filed per e-Filing. This provision
does not preclude the inclusion of attachments to a motion, brief, or other filed document
in the same e-Filing.

H. Signatures.

1. Attorney and Filing Party Signature. E-filed documents that require an
attorney’s or filing party’s signature must be signed by hand or as follows:

/s/Attorney Name

Attorney Name, Registration Number
Attorney for [Party]

Law Firm Address

Telephone Number

Email Address

or

/s/Party Signature
Party’s Name
Address

Telephone Number
Emaii Address

2. Effect Of Signature On E-Filing Pleading. The representation of a
signature on an e-Filed document has the same effect as an original signature for purpose
of signature requirements imposed by all applicable Ohio Rules of Procedure.

3. Third-Party Signatures. A document containing the signature of a third
party, who is not a party to the action (i.e., affidavit signed by a doctor, military affidavit
signed by a staff member or company representative, etc.), shall be electronically submitted
only as a hand-signed, scanned-in PDF document.

4. Judge or Magistrate Signatures. Electronic documents may be signed

by a judge or magistrate via a digitized image of his or her signature, or by electronic
signature. All documents signed in this manner will have the same effect as if the judge or
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magistrate had affixed his or her signature to a paper copy of the document and it had been
entered on the journal in a conventional manner.

L Filing Date and Time of E-Filed Documents.

1. Documents may be submitted to the Clerk for e-Filing 24 hours per
day, 7 days per week.

2. Upon receipt of a document submitted for e-Filing, the E-Filing
Portal will issue a confirmation that the submission has been
received.

3. The Clerk will perform a Clerk review of the submission during
Normal business hours and will either accept or reject the
submission.

4. E-Filed Document Accepted.

a. If a document submitted for e-Filing is accepted by the
Clerk, the document will be entered into the Court’s case
management system and will receive an electronic
timestamp indicating the date and time of the e-Filing.

b. The electronic timestamp, and the effective date and time of
filing, will correspond to the date and time the e-Filing was
submitted to the E-Filing Portal.

c. The Clerk will notify the e-filer by email of the successful
submission.
5. E-Filed Document Rejected.
a. Reasons for rejection of an e-Filed document include, but are

not limited to, incorrect case docketing codes; the use of
incorrect electronic file forms; failure to pay correct filing
fees, including those for a requested jury demand,
submitting multiple documents in one uploaded file;
incomplete or inaccurate party information; and incorrect
case numbers.

b. If the Clerk rejects a submitted document, the document will
not become part of the official court record. The Clerk will
notify the e-Filer by email if the e-Filer’s submission has
been rejected and the reason why.
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J.

Filing Errots.

A rejected document will be considered filed upon
submission, provided any deficiencies are corrected in a
timely manner, not to exceed two business days.

Should the e-Filer fail to correct deficiencies within two
business days, the Clerk shall notify the assigned judge or
magistrate, who shall take any action deemed appropriate,
which may include, but not be limited to, striking
documents, dismissing actions, or issuing corrective orders.

Corrective Orders. Upon motion of a party, or upon its own
initiative, the Court shall have discretion to issue orders
necessary to correct and cure any deficiencies and to make
modifications to its records consistent with this Rule. The
Court may deny a motion requesting a corrective order to
any party who acts in bad faith or otherwise manipulates the
e-Filing system fo gain unfair advantage or circumvent legal
deadiines.

1. Filings Amended After Submission.

An e-Filer who wishes to make corrections or additions to a
previously filed document may file a revised document if no
response has been made to the original filing by any party.

The revised document must be filed within the time
permitted for the filing of the original document.

The revised document must be so identified and must
reference the date of the filing of the document being revised
in its title. For example, a document submitted in place of a
motion to dismiss that was filed on June 1, 2025 should be
titled, “Revised Motion to Dismiss (original filed on June 1,
2025).”

The revised document properly filed under this rule will
supersede the original and the original will be considered
withdrawn. The Court will not consider the original.

The time for filing a response to a revised document properly
filed under this rule begins to run from the date the revised
document is filed.

2. Decuments Filed in Error.
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a. Prior to acceptance for filing, the Clerk may reject a
document from the E-Filing Portal upon timely request by
the e-Filer. The request for rejection must contain either the
case number ot the e-File Confirmation Number of the e-
Filing sought to be rejected.

b. After the Clerk accepts an e-Filing, the e-Filed document
cannot be withdrawn, deleted, or altered. After acceptance,
only a judge or magistrate can strike an e-Filing in the event
it has been filed in error.

c. When the Clerk strikes a document upon the order of a judge
or magistrate, the Clerk must annotate the docket to show
that it has been stricken and the reason therefore.

3. Formatting Errors.

a. If, despite the Clerk’s review, a document accepted for filing
does not substantially comply with this Court’s formatting
rules, the Court may, either sua sponte or on the motion of
any party, strike the improperly formatted document,

b. If the improperly formatted document is stricken, it will be
treated as if it were not filed. If the deadline has expired for
filing the document in question, the filer must seek leave of
court to re-file it.

K. System Errors.

1. Technical Malfunctions with the E-Filing Portal. The Clerk must
notify the Court and the public of any malfunction with the E-Filing
Portal greater than one hour. When the Clerk deems the E-Filing
Portal subject to a technical malfunction, the following provisions
must apply:

a. Anticipated Outage. If the system outage is planned or
anticipated ahead of time, the Clerk must post a message on
the Clerk’s website and on the E-Filing Portal alerting filers
of a possible system outage. This message is an official
acknowledgment of a system outage that may have
prevented some filers from submitting their filings within a
certain timeframe, as identified in the message.

b. Unexpected Outage. If the system outage is unexpected, the
Clerk must post a message on the Clerk’s website and on the
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E-Filing Portal. This message is an official
acknowledgement of a system outage that may have
prevented some filers from submitting their filings within a
certain timeframe, as identified in the message.

C. Motion to Deem Filed as of Date Electronically Submitted.
Filers who are unable to electronically submit their filings
due to a system outage, and who then submit their filings no
later than the next business day after an official
acknowledgement of the system outage, may file a properly
supported motion for an order permitting the document to be
deemed filed as of the date it was electronically submitted.

d. Order to Deem Filed as of Date Electronically Submitted. If
the Court determines from the motion described in these
Rules that a system failure prevented a filer from e-Filing a
document, the Court must enter an order deeming the
document filed as of the date of the attempted electronic
submission.

2. Missed Deadline as a Result of E-Filers Technical Failure,

a. Non-jurisdictional Deadlines. A party who misses a non-
jurisdictional deadline because of technical problems with
the filer’s equipment, software, or internet access may move
the Court to file a document instanter no later than the next
business day following the resolution of the party’s technical
problems.

i The motion must be accompanied by a signed
declaration explaining the failure to meet the
deadline.

ii. The judge or magistrate assigned to the case may
grant or deny such motion in his or her discretion.

b. Jurisdictional Deadlines.
i. Technical failures, whether the fault of the E-Filing
Portal or otherwise, cannot extend jurisdictional
deadlines (such as statutes of limitation or deadlines

for appeal).

ii. When the E-Filing Portal is subject to a technical
failure, filers may file documents in paper format or
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via facsimile to comply with jurisdictional and non-
jurisdictional deadlines.

12, Technology Plan.

A. In accordance with Superintendence Rule 5(E), the Court shall adopt and
maintain a court technology plan which will include:

1. A comprehensive strategy for implementing and maintaining
technology solutions for conducting remote hearings, electronic service, the
acceptance of electronic signatures, and any other technology-related
solution utilized by the court; and

2. Procedures for notifying and providing instructions to the public on
how to use the technology solutions implemented by the court and how the
solutions will comply with any accessibility accommodation requirements,
including any applicable requirements of the “Americans with Disabilities
Act.”

B. The oplan will be posted on the Court’s website at
https://court.lebanonohio.gov/

13.  Pleadings and Motions. In all proceedings in the Lebanon Municipal Court, all
motions shall be made in writing and be accompanied by a written memorandum. Motions
must be filed within the time limits established by the Ohio Rules of Criminal Procedure
and the Ohio Rules of Civil Procedure, unless a different time is ordered by the Cout.

All pleadings filed by mail shall be deemed filed as of the date the Clerk time-
stamps the document received. All documents filed by facsimile shall be legible; the Clerk
may reject any document that is illegible, in whole or in part.

14.  Record of the Proceedings.

A. Court Reporter. The Court does not employ a court reporter or
stenographer pursuant to R.C. 1901.33. Parties who want court reporter are required to
supply and pay for such service.

B. Record of Proceedings. The audio of all proceedings before the Court shall
be recorded via digital recording equipment. Copies of all such recordings will be retained
for one year after the final disposition of the case,

C. Copies of Digital Audio Recording. A copy of the digitally recorded audio
proceedings, or a portion thereof, may be requested by written Praccipe filed with the
Clerk. Once the required cost deposit is made, the copy shall be provided within seven
business days, or sooner, upon Order of the Court.
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D. Fxpense of Electronically Recorded Transcripts of Proceedings. The
expense of copies of electronically recorded audio shall be borne by the requesting party
or as provided by law. Once the required cost deposit is made, the copy shall be provided
within a reasonable time.

15.  Case Management in Criminal and Traffic Cases.
Defendants must be present for all hearings unless excused by the assigned Judge.

A. Arraignment. Arraignment dates are typically assigned by the law
enforcement officer issuing the complaint or citation. For defendants that have been
physically arrested and detained, the arraignment will be scheduled on the next available
arraignment date following arrest.

In accordance with Crim.R. 10(B), the Court may permit a defendant, through
counsel, to waive formal arraignment without the presence of the defendant, for the purpose
of entering a written not guilty plea. A written not guilty plea shall be filed along with the
attorney’s notice of appearance and waiver of the right to a speedy trial. Failure to follow
this procedure may result in the Court requiring the defendant and/or the attorney to appear
in person for the arraignment.

Cases involving Marsy’s Law will be called on the record at the designated date
and time, and Defendants are strongly encouraged to attend the court hearing. Motions to
continue or requests to waive appearance at the arraignment will not be addressed until the
case is called at the date and time designated on the Complaint.

B. Pretrial Conference. All misdemeanor cases shall be set for trial unless the
Court orders a pretrial conference for a specific case, or, upon written motion the defendant
requests a pretrial conference.

C. Subpoena for Witness, The praecipe for a subpoena of a witness shall be
filed with the Clerk no later than five business days before the date of trial or hearing, with
the applicable deposit. A witness’ failure to appear will not be grounds for a continuance
of the case if the praecipe is filed within five business days of the trial or hearing.

D. Electronically produced tickets. The use and filing of a fticket that is
produced by computer or other electronic means is hereby authorized in the Lebanon
Municipal Court. The electronically produced ticket shall conform in all substantive
respects to the Uniform Traffic Ticket. If an electronically produced ticket is issued at the
scene of an alleged offense, the issuing officer shall provide the defendant with a paper
copy of the ticket.

E. Court Appointed Attorney. Any person charged with a criminal or traffic

misdemeanor, other than a minor misdemeanor, unclassified misdemeanor, or other non-
jailable offense, and found by the Court to be in need of an attorney and indigent, may be
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considered for an appointment of an attorney. The defendant will be charged an application
fee in accordance with law.

F. Collection of Fines and Costs. All fines and costs must be paid on the date
of sentencing, unless otherwise specified by the Judge. Any unpaid financial obligations
to the Court may be submitted to a collection agency; the defendant is responsible for the
fees applied by the collection agency.

G. Criminal Jury Trial. Inall misdemeanor cases, the defendant shall be tried
by the Court unless he or she demands a jury trial.

1. A demand for trial by jury must be in writing and filed with the Clerk
not less than ten days prior to the date set for trial, or on or before the third day
following receipt of notice of the date set for trial, whichever is later.

2. Failure to demand a jury trial as provided herein is a complete
waiver of the right thereto.

3. The jury shall be selected and summoned in the same manner as is
provided for the selection and notification of jurors in civil cases in this Court.

4, Eight jurors and one alternate are to be selected, unless otherwise
determined by the Judge.

5. After a jury demand has been filed, should the defendant determine
that a jury is not desirable, the defendant must waive the jury demand in writing.

6. If a jury is canceled after it has been summoned into Court, and the
Clerk is unable to notify all jurors of said cancellation, the Court may assess costs
so incurred to the party canceling the jury demand.

H. Costs of Incarceration. Pursuant to §599.05, Lebanon City Ordinances,
any person convicted of an offense other than a minor misdemeanor and, as a consequence,
is confined in the Warren County Jail or elsewhere at the expense of the City, shall
reimburse the City of Lebanon for its expenses incurred by reason of said confinement.

Within 60 days afier the termination of said confinement, the Court shall conduct a
hearing to determine the final amount of reimbursement to be paid to the City for said
confinement and the defendant’s ability to pay the same. Notice of said hearing shall be
given to the defendant, which notice shall specify: (1) the sum deposited by the defendant
for said confinement; (2) the amount proposed by the confining authorities to be due; (3)
the amount which will be due to be paid by the defendant or to be refunded to
the defendant if the Court finds the amount proposed by the confining authorities to be
appropriate; (4) instructions to the defendant as to the date and time of the hearing; (5) that
the defendant need not appear at the hearing unless he wishes to contest the proposed
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amount of reimbursement, or his ability to pay; and (6) that if the deposit exceeds the sum
adjudged to be due for reimbursement, the excess deposit will be refunded to the defendant.

The notice of hearing shall be mailed by ordinary mail to the last known address of
the defendant at least seven days before the scheduled hearing,

L All attorneys and unrepresented parties that file an initial appearance or
motion to continue shall provide the Clerk with dates they are available to hold the next
hearing, within the next two weeks.

16. Case Management in Civil Cases.

Any person filing a civil action or proceeding shall deposit with his or her complaint
the corresponding court cost deposit set forth in the attached schedule, unless an affidavit
or other evidence of such party’s inability to make the required deposit is approved by the
Court. The Clerk shall refuse to accept the filing of any complaint if the required deposit
is not included.

Upon the filing of each new civil case, the Clerk shall prepare a summons, which
shall be served in accordance with the Ohio Rules of Civil Procedure consistent with the
praecipe for service, if any, contained on the complaint. In the event no method of service
is specified, the Clerk shall serve all defendants by certified mail. In the event there is a
failure of service, the Clerk shall notify counsel or the unrepresented party immediately.

Personal identifiers shall be excluded from all documents filed with the Court,
consistent with Sup.R. 45(D).

A. Pretrial Conference. All parties shall attend the pretrial conference. The
attorney attending the pretrial conference must have authority to stipulate to items of
evidence or procedure, as well as settlement authority. If the attorney is not able to
personally respond to the requirements of this Rule, then the attorney must have immediate
access to the representative/client who can respond.

The pretrial conference shall be in person, unless otherwise authorized by the Couit.

B. Pretrial Statement. At least seven days prior to the pretrial conference,
trial counsel or an unrepresented party shall file a pretrial statement. Each pretrial statement
shall contain a statement sufficiently addressing each of the following items as are
appropriate to the litigation:

1. Discovery. Counsel or the pro se party shall advise the Court of the
status of discovery and, if not completed, the nature of additional discovery and the
time anticipated to complete.

2. List of Witnesses. Counsel or the pro se party shall list all lay and
expert witnesses who will testify at trial. Failure to list a witness in the pretrial
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statement shall result in the witness being excluded from testimony at trial, unless
excused by the Court for good cause shown.

3. Settlement Negotiations. Status of all settlement negotiations.

4. Exchange of Medical and/or Expert Reports. A copy of each
expert’s written report, or summary of the expert’s report where no written report
is available to counsel prior to the pretrial, shall be furnished to all
counsel/unrepresented parties, and the Court.

5. Special Damages. Where appropriate, trial counsel shall list all
special damages and furnish opposing counsel/unrepresented party verification of
those damages.

6. Exhibits. Trial counsel or the pro se party shall list all exhibits that
he/she expects to introduce at trial.

7. Unusual Issues of Fact or Law.

In addition to those sanctions authotized in Civ.R. 37, the Court may order the
dismissal of an action, or the granting of all or part of the relief sought in the complaint, or
such other orders as the Court deems appropriate for failure of to comply with this Rule or
the pretrial scheduling order, including the exclusion of certain evidence, or the
disaliowance of the testimony of any witness.

C. Subpoena for Witness. The praecipe for a subpoena of a witness shall be
filed with the Clerk no later than five business days before the date of trial, with the
applicable deposit. A witness’ failure to appear will not be grounds for a continuance of
the case if the praecipe is filed within five business days of the trial or hearing.

D. Demand and Deposit for Jury in Civil Matters. Requests for trial by jury
shall be made in accordance with Civ.R. 38. The party making the demand shall pay the
deposit set forth in these Rules, at the time of filing, unless otherwise ordered by the Court.

E. Settlement. When a case has been settled, the parties shall promptly notify
the court staff of the Judge or Magistrate, in writing, and the matter will be set for a
presentation of entry hearing. If an entry is provided prior to the date for the presentation
of entry hearing, the parties need not appear. If an entry is not provided prior to the
presentation of entry hearing date, and no extension has been requested prior to such date,
all parties shall appear at the time and date of the presentation of entry hearing. Failure to
present an entry and failure to attend the presentation of entry hearing may result in the
case being dismissed for lack of prosecution, and/or sanctions, where appropriate.

F. Satisfaction of Judgment. No ‘Satisfaction of Judgment’ shall be entered
by the Clerk unless and until all Court costs have been paid.
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G. Trusteeships. The application for appointment of a Trustee shall include a
complete and accurate statement, under oath, of: (1) the debtor’s name, address, and
marital status; (2) the name and address of his/her employer or employers; (3) the amount
of his or her gross earnings for the previous 30 days; and (4) a statement indicating the
name of any creditor from whom a 15-day written notice of proceedings against the
debtor’s earnings has been received.

Objections of interested parties to the application are heard as scheduled.

At the time of filing the application, the attorney for the debtor or pro se party shall
certify to the Clerk that two copies of the notice of appointment of trustee will be mailed
to each listed creditor within 24 hours of filing.

Each notice shall contain the name of the applicant, the sum the applicant claims is
owing to the creditor, the time and place objections to said application shall be heard, and
space for the verification or objection of the creditor.

Fees for legal services rendered to the debtor by counsel of record in the trusteeship
may be added or increased only by entry endorsed by counsel and the debtor.

The trustee shall make distribution herein only to a creditor or his attorney. The
Clerk or Deputy Clerk shall supervise payments of debtors and distribute the funds in each
case at least every six months, less 2% of the total amount paid to be retained by the Clerk
of Courts to defray costs. When a debtor pays directly, the Clerk shall require the debtor
to produce payroll stubs or similar records and the Clerk may refuse to accept payments,
or instaliment thereof, which does not equal the amount required by law. In the event that
payments are not made according to law for 30 days, the trusteeship shall be dismissed,
and the proceeds distributed equally to trusteeship creditors or his attorney.

The order of dismissal of a trusteeship shall not be vacated, nor shail a trusteeship
otherwise be reinstated, except as provided under amended R.C. 2329.70, and upon
payment of the amount required by law, unless otherwise directed by the Court.

H. Default Judgment. Where appropriate under the Rules of Civil Procedure,
counsel shall submit an application for default judgment within 15 days, or otherwise as
dirceted by the Court, or the case may be dismissed for want of prosecution. All motions
for default judgment shall be in writing and 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 affidavit, documentary or other
evidence. A proposed entry shall accompany the motion as well as an affidavit addressing
issues concerning age, competence and military service. An oral hearing may be required
in the discretion of the Judge or Magistrate, or where an appearance has been made.

I. The Clerk of Court shall charge 1% of any rent deposit received, as
permitted by R.C. 5321.07(D), which shall be assessed as court costs.
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17.  Case Management in Small Claims Cases. Upon filing a small claim petition,
notice to the defendant or defendants will be issued by certified mail, unless otherwise
instructed. Failure of any Defendant to appear will likely result in a default judgment in
favor of the Plaintiff.

18,  Case Management in Forcible Entry and Detainer Cases.

A. Appearance. Plaintiff’s failure to appear will result in the case being
dismissed, without prejudice. Defendant's failure to appear after having been duly served
will result in a Writ of Restitution for the premises if the Plaintiff satisfies the burden of
proof.

B. Writ of Execution. Upon the receipt of the praecipe or order of the Court,
the Clerk shall issue to the Bailiff a Writ of Execution for the premises and the Bailiff shall
execute the writ within ten days unless a written motion for stay has been filed.

C. Set-Out Procedure. Should actual, physical eviction of property be
required pursuant to a Writ of Restitution of premises, the Plaintiff shall arrange for
sufficient workers to be present to accomplish the set-out, under the supervision of the
Bailiff or local law enforcement, and subject to the appropriate security deposits.
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