
Jackson County Probate eFiling Tips
GENERAL

· For assistance with the Missouri eFiling System, please contact the Office of State Courts Administrator (OSCA).  Email: OSCA.Help.Desk@courts.mo.gov.  Phone: (888) 541-4894. 
· Payments of filing fees should be submitted electronically through the eFiling system at the time of filing, unless the filing is accompanied by a motion and proposed order to proceed in forma pauperis, or a certification of inability to pay.  Forms of payment include credit card, eCheck or court debit account.  
· Note:  If you wish to use a court debit account for eFiled probate matters, you must first set up an account with the Probate Department.  Even if you have already established a debit account for filings in civil and domestic cases, a separate debit account for probate filings will be required.

· You are not required to submit a cover letter when eFiling documents.  However, if you need to submit correspondence containing important information that you want to be a part of the court record, you will need to eFile it.
· It is not necessary to use the “Note to the Clerk” unless you have important information to send to the Clerk regarding your eFiling, such as service information, info regarding filing fees, etc.  This takes up valuable “cyber space” if it contains no useful information. 

· It is not necessary to prepare the old “Filing Information Sheet” or scan it with your eFiling.  The system automatically generates a filing sheet from the party information that you submit.  Make sure the names and addresses of the parties are current and complete and that they are the same as those used in your pleadings.  
· Make sure the correct name and case number and/or estate number are included on all documents, including correspondence.  
· Be sure your scanner is set to scan your documents as 8.5 x 11; that the documents are not scanned in sideways or upside down; and that they do not contain blank pages.

· It is not necessary to leave extra room at the top of your documents except on documents initiating new cases.

· Please do not file extra documentation or information when it is not required, such as real estate contracts with Reports of Sale, bank statements, detailed lists of personal property with Inventories, post office receipts showing payment for certified mail, or paid receipts for publication.

· When submitting required trust documents to show the name of the appointed trustee or successor trustee, limit your documents to the title page, the page that appoints the trustee or successor trustee, and the signature page.  There is usually no need for the entire trust to be a part of the decedent estate file.

· If you are filing an amended petition/application, any related exhibits need to be eFiled along with the amended pleading.  Amended pleadings must be signed and dated by the client; altering and refiling the existing application without a new signature, or copying and pasting the client’s signature, is not acceptable.

· Please do not include confidential information in your pleadings.  
· Pursuant to Court Operating Rule COR 2.02, the clerk is not required to review the case document to confirm that personal information has been omitted and shall not refuse to accept or file the document on that basis.  The responsibility for redacting personal information rests solely with counsel, the parties, or any other person filing the document.  The clerk will not review each document for compliance with this policy.
· Use only the last four digits of the social security number (if required by a court form).  If you need to provide the full social security number, please submit the information using the Probate Party Information Sheet, which is not viewable by the public.

· Notice of Required Filings, Notice of Hearing, Notice of Entry, Checklists, and Memos from the Court will be sent by email notification to attorneys of record and viewed on Case.net.  Paper notices will be mailed to pro se parties and fiduciaries who are not attorneys, when required.

· When a claim against the estate is filed, the attorney for the estate will receive only email notification.  The claim can then be viewed on case.net.

· Please file “proposed” orders/judgments as attachments, rather than scanning them as part of your pleading.  In certain instances, if directed by one of the judicial officers, it may be acceptable to email a proposed order/judgment in Word format to the judge or one of the commissioners or their respective judicial administrative assistants.

· Trial exhibits are not required to be filed in advance, with the exception of the medical letters in guardianship/conservatorship matters.  Bring original trial exhibits to the trial/hearing.  Trial briefs should be eFiled prior to the court hearing.
· When filing on an existing case, it is helpful to submit your interim pleadings, (applications, requests to sell real and personal property, requests to expend funds, etc.) separately, rather than combining them within the same submission.  If any filing within a submission needs to be returned, everything in the submission must be returned.

· As we are beginning to use digital signatures and date stamps on orders, you will need to leave extra space above the signature line to apply the digital signature.  A date line should be added next to the signature line for the date stamp to be applied when the order is signed.   
· Rule 103.04 provides that eFile documents may be signed by “original signature, stamped signature or an electronic graphic representation of a signature, or in the following manner: /s/ John or Jane Person.”  However, Rule 103.07 provides that: “A document required by law to be verified, to be signed under penalty of perjury, or to be signed by a notary public may be filed as an electronic document if the affiant, declarant, or notary public has signed a paper document. Until the entire case is finally disposed, the registered user shall be the custodian of the paper document.” Please eFile the scanned copy of the verified document containing the original signature.
· Corporate Surety Bonds should be eFiled.  There is no longer the requirement to submit the original.  Make sure to include all pages, including the power of attorney page, as well ask the pages containing the acknowledgements of the principal and the surety.
TIPS FOR SETTLEMENTS

· Vouchers must be electronically filed and will become part of the court file.
· Vouchers (copies of receipts for payments) may be scanned as a single document and submitted.

· Banks statements must be scanned as separate documents.

· Copies of checks must include the front and back side of each check.

· Banks statements and checks must be accompanied by a business records affidavit for each financial institution, pursuant to 362.413 RSMo.  Please scan them oldest to newest, the same as the settlement entries.

· When filing Final Settlements in decedents’ estates, please note that the following documents should be submitted as separate documents, rather than as attachments to the Final Settlement:
· Petition to Approve Final Settlement

· Notice of Filing of Final Settlement

· Waivers signed by all persons on Applicants for Letters.   Please attach a waiver for each person as a separate document.

· Final Settlement

· Proposed Order of Distribution

· Extension requests for exception letters must be submitted electronically by filing a motion and proposed order.
· Each time an Amended Settlement is filed, please make sure to choose the heading to indicate that it is an amended filing.  Additionally, the fiduciary must sign and date each amended settlement.
TIPS FOR GUARDIAN/CONSERVATOR eFILINGS
· When eFiling a new Adult Guardian/Conservator petition, select the party types for Petitioner and Respondent, rather than Guardian/Conservator and Incapacitated/Disabled or Ward/Protectee.

· All parties (petitioner, respondent, relatives, trustees, attorneys-in-fact, etc.) must be entered into the system by the eFiling attorney.
· Adult Petitions for Appointment of Guardian and/or Conservator – 
· Petition and exhibits may be submitted as one document.
· Medical letter/doctor interrogatories should be submitted as a separate document.  Although the medical evidence has been submitted with the petition, you will need to bring the original (or a copy if agreed to by all parties) to the hearing to be admitted into evidence as an exhibit.

· Minor Petitions for Appointment of Guardian and/or Conservator – 
· The eFiling attorney must file a separate case for each minor, even when there are multiple siblings.  When the attorney files multiple petitions for siblings, only one filing fee is due.   The attorney may submit a note to clerk to indicate that a sibling case has been filed on the same day, and indicate the sibling’s name.

· Petition and exhibits may be submitted as one document.
· Background checks and credit reports for the proposed guardian should be submitted as separate documents, which will allow for those to be retained at the appropriate security level.   
· When entering a filing party that is an organization, use the name of the organization (government agencies, hospitals, care facilities), and not the name of the social worker or employee.

TIPS FOR DECEASED ESTATE eFILINGS

· Original Wills should be filed in person or by mail only AFTER the initiating pleadings or documents have been eFiled.  An eFiled copy of the will is also required with your pleadings.  The case will not be processed further until the original Will is received. 

· Decedent Estate with a Will – Application for Letters Testamentary, Application for Probate of Will, eFiled copy of Will, and Death Certificate should all be submitted as additional documents and not as attachments to the Application for Letters.  Also, please file only the pertinent pages of the trust documents, which would typically only include the title page, the page containing the appointment of the trustee or successor trustee, and the signature page.  There is usually no need for the entire trust to be a part of the decedent estate file.
· Decedent Estate with no Will – Application for Letters of Administration, Renunciations, Waiver of Bond or Corporate Surety Bond and Power of Attorney, and Death Certificate, should all be submitted as additional documents and not as attachments to the Application for Letters.

· Please provide complete filing information on all parties listed in the Application for Letters, Small Estate, etc., including the Decedent.  Names should match those listed in a Will or include an explanation in the Application for Letters, if they are not the same.  Please use Applicant for the filing party and Attorney for Applicant for the filing attorney.

· Please make sure to select proper case type when eFiling your new cases.   It is important as some filing fees are charged based on the case type selected.
· A Death Certificate should always be filed as a separate document and not as an attachment to any other pleadings.
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