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OFFICE of COURT ADMINISTRATION

Appointments and Fees

OFFICE of COURT ADMINISTRATION

Reporting Requirements

Senate Bill 1369, 84th Legislative Session

Chapter 36, Government Code 

Applies to all courts in the state

Effective September 1, 2016

First report due October 2016
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OFFICE of COURT ADMINISTRATION

Reporting Requirements

Report all appointments of and any fees paid to

 attorney ad litem 
 guardian ad litem 
 competency evaluator*

in any type of case

 guardian
 mediator

*Competency evaluator: “physician or psychologist who performs 
examinations to determine whether an individual is incapacitated or has an 
intellectual disability for purposes of appointing a guardian for the individual.” 

OFFICE of COURT ADMINISTRATION

Exclusions

Mediation conducted by an 
alternative dispute 
resolution system

Appointment under 
program for volunteer 
advocates in child 
protection cases

Appointment under 
domestic relations office 

Any information made 
confidential under state 
or federal law, including 
applicable rules (e.g., 
judicial bypass cases)
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OFFICE of COURT ADMINISTRATION

Reports must be submitted for 

each court 

each month

on 

1) all appointments made during month &

2) all fees approved/payments made during month

REGARDLESS OF THE AMOUNT OF THE FEE

and

EVEN IF THERE WAS NO ACTIVITY

2 Reports Required for Each Court Each Month

OFFICE of COURT ADMINISTRATION

Reporting Requirements  

Most municipal and justice courts will

Submit no activity reports all or a majority of 

the time

If have activity to report, will most likely be 

appointment of guardian ad litem, attorney or 

mediator in a truancy case
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OFFICE of COURT ADMINISTRATION

For each appointment made or fee paid:

Name of judge/magistrate signing order

 Court

 Case number and style of case

Name of person or entity appointed – must include 
State Bar number if attorney

 Position to which appointed…..

Reporting Requirements

OFFICE of COURT ADMINISTRATION

 Relationship to ward or deceased, if applicable

 Date of appointment or approval of fee

 Source of fees

 Amount of fee, if any

Reporting Requirements

If payment greater than $1,000 report, also include

number of hours billed & 

billed expenses

if the info is available to the court
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OFFICE of COURT ADMINISTRATION

Collecting Required Information

Judges/clerks need to locally determine specifics 

about how information is to be obtained 

Recommend that:

 Each appointment be made by written order or 
similar process to document the appointment

 Each approval of payment to made by separate 
order or similar process

OFFICE of COURT ADMINISTRATION

Any court failing to provide clerk information 
required for the report is ineligible for grant 
money awarded by the state or a state agency 
for the next fiscal biennium 

beginning September 1, 2017

Penalty
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OFFICE of COURT ADMINISTRATION

Reporting Requirements

Report due 15th of each month to OCA

Must also post in courthouse by 15th of 
the month

And on website of the court by 15th of the 
month

Report Submission

Submit online at card.txcourts.gov unless 
have received waiver from OCA

Enter manually into database  OR

Upload a file (xml)

Use same log in information you use for 
Monthly Court Activity Reports

Reports must be submitted for each court 
even if no activity
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OFFICE of COURT ADMINISTRATION

To Enter a Report Manually

OR
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OFFICE of COURT ADMINISTRATION

Reporting an Appointment or Fee

OFFICE of COURT ADMINISTRATION

Reporting “No Activity”

Check 
the box
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OFFICE of COURT ADMINISTRATION

Successful Manual Entry

OFFICE of COURT ADMINISTRATION

Failed Manual Entry
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OFFICE of COURT ADMINISTRATION

To Upload an XML File

Your vendor/IT staff need to create program to 
generate XML file from case management 
system

For information on XML instructions, send email 
to JudInfo@txcourts.gov

OFFICE of COURT ADMINISTRATION

To Upload an XML File
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OFFICE of COURT ADMINISTRATION

To Upload an XML File

Find the file stored on your computer

Select Import

1 2

OFFICE of COURT ADMINISTRATION

Successful XML Upload



8/26/2016

12

OFFICE of COURT ADMINISTRATION

Failed Import of XML File

www.txcourts.gov

Appointments and Fees Webpage
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Appointments and Fees Webpage

http://www.txcourts.gov/reporting‐to‐oca/appointments‐
and‐fees/



8/26/2016

14

OFFICE of COURT ADMINISTRATION

Judicial Information Section

JudInfo@txcourts.gov

(512) 463‐1625

(512) 463‐1865 fax


