
Proper Reporting to the

Office of Court Administration



Objectives

 Reporting requirements and 
reasons for reporting

 Use of information

 Common problems and errors

 Reporting electronically



Legal Requirements

Texas Government Code, Chapter 71, 
Section 71.035(b): judge, clerk must 
submit reports

Texas Administrative Code, Sections 
171.1 & 171.2: reports due no later 
than 20th day of month



Scope of Information

 Report is not all encompassing

 Judge-centered

 Measures inputs and outputs



Scope of Information

 required by law or 

 needed to make decisions
regarding the jurisdiction, structure, 
and needs of the court system.



Publications 

 Trial Court Judicial Data 
Management System: 
http://dm.courts.state.tx.us

 Texas Judicial System          
Annual Report

 Texas Judicial System Directory

http://dm.courts.state.tx.us/


What types of organizations or 
people use this information?



Court Data Users

City councils

City financial/budget officers

City auditors

Other judges

Other clerks

Commission on Judicial Conduct

Comptroller

Office of Court Administration

Legislative Budget Board

Department of Public Safety

Department of Transportation

National Center for State Courts

The media

The general public

Special interest groups: MADD, 
United Way 

Professors, students 

Department of Criminal Justice

Legislative Council

State Auditor

Attorney General’s Office

Governor’s Office

State Bar

Legislators & legislative committees

Commissioners courts

County auditors/treasurers

Texas Association of Counties

Councils of Governments

Law enforcement

Law firms & attorneys

Lobbyists



Workloads

 Number of filings

 Types of filings

 Magistrate activities



Performance

 Case clearance rate

Number cases disposed

Number cases added
X 100

2,400

3,000
X 100 = 80 %



Performance

 Revenue per disposition

Total Revenue Collected

Number convictions

Convictions = Bond Forfeitures + Fined + Trial 
by Judge: Finding of Guilty + Trial by Jury: 
Finding of Guilty + DSC + Deferred Disposition



Trends

 Number of cases filed overall or by category

 Case clearance rates overall or by category

 Warrants issued

 Revenue collected



Comparisons

 Courts in similar-sized cities

 Over time

 With more research:

Staffing levels, salaries, budgets, other 
resources

Case management, revenue collection 
practices



Benefits to You

 Official data to demonstrate what your 
court is doing and how well

 Identify areas of needed improvement

 Justify requests for public resources: staff, 
technology



QUESTIONS ?



DO’s 

&

DON’Ts



DO’s

 Use the proper form (July 2003)

 Label the report on both pages with court name, 
month, year

 Turn in the report in a timely manner, but turn 
in even if late.

 Fill out the front of the form in it’s entirety, 
including the “Prepared By” section



DO’s

 Include only that activity which occurred 
during the reporting month

 Fill out the entire form, including total 
revenue (blanks will be interpreted as 
zeros)

 Submit a report every month, even when 
there is no activity in the court for that 
month



DO’s

 Make sure that the completed form is 
legible

 Keep copies of each report submitted

 Make corrections at any time

 Give us a call if you have questions!



DO’s

If your report is computer generated: 

 Make sure your court’s name is on 
your form or computer printout !!

 Make sure the printout is legible !!



DON’Ts

 Create or modify categories on the form

 Enter data in shaded areas

 Use case numbers, negative numbers, or 
Roman numerals



DON’Ts

 Report number of community service 
hours ordered

 Enter dollar figures in anything other 
than the Total Revenue line



 Submit separate reports 

 Send us your traffic tickets or 
documents that should be sent to 
DPS, Comptroller, etc.

DON’Ts



EXERCISE



What goes where?



Filings & Dispositions Section

 Report only criminal cases over which your 
court has jurisdiction

 Do include juvenile cases over which your 
court has jurisdiction

 Do not include cases handled by judge as 
a magistrate



Filings & Dispositions

 VPTAs: Report as non-traffic 
misdemeanor

 Call us if you have other questions



Dispositions

Report only those cases in which the 

judge has signed a final judgment

One disposition per case



Dispositions: Prior to Trial

 Bond Forfeitures

Report only when judge signs final 
judgment on the bond forfeiture

Judgment nisi is not a final judgment



Dispositions: Prior to Trial

 Fined

 Report cases disposed by payment of 
fine without appearing before a 
judge (mail, online, in person, or credit 
card by phone)

 Disposition date is date judgment was 
signed (includes payment plans)



Dispositions: At Trial

 Trial by Judge

Trials, of course!

However,…include all appearances
before judge in which a final 
judgment was rendered



Include: 

 Acceptance of guilty or no contest pleas

 Appearance to plead not guilty but later 
paid fine 

 Appearance to obtain deferral but later 
paid fine or deferral was revoked

Report when judge signs final judgment

Trial by Judge



Trial by Judge: 

Finding of Guilty

Do not include cases involving 
guilty/no contest plea before judge 
or finding of guilt by judge that 
were dismissed

(i.e., deferred disposition)



Dispositions: At Trial

 Dismissed at Trial

Report all cases dismissed at or after trial
that are not reported elsewhere as 
dismissed on the form

Do NOT include driver safety, deferred 
disposition or compliance dismissals



Dispositions: 

Other Cases Dismissed

 Driving safety course 

 Deferred disposition 

 Proof of financial responsibility

 Proof of valid inspection, registration, 
driver’s license

Do not report until the

charge is dismissed



Community Service

Report only those cases in which 
community service was ordered to 
satisfy a fine or costs



Community Service

Do not :

 include cases in which community 
service is a mandatory sanction for 
the offense

 report the number of hours ordered 
or served



Please make sure 
that you are using 
the proper form,

last revised

July 2003.

Juvenile Activity







Magistrate Duties

 Warnings administered to juveniles

 Juvenile statements certified

 Search warrants issued

 Arrest warrants issued

 Magistrate warnings given

 Emergency mental health hearings held

 Magistrate’s orders for emergency 
protection



Total Revenue

Report revenue in the month that 
it was collected

 Include COLLECTED fines, fees, 
court costs, forfeited bonds, etc. 



Total Revenue

If revenue is reported, cases must be 
reported as disposed in the Fined and/or 
Findings of Guilty lines. 

(except when amounts owed are paid in 
installments in the month(s) after the 
cases were reported as disposed)



Total Revenue

Do not:

report amounts assessed

 include amounts retained by 
collections agencies



Trial Court Judicial 
Data Management 

System

http://dm.courts.state.tx.us

http://dm.courts.state.tx.us/


Growth in Electronic Reporting
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Status of Online Reporting

November 

2008

District Clerks 233 (94 %)

County Clerks 241 (97 %)

Justice Courts 597 (73%)

Municipal Courts 522 (58 %)



Getting Started

Contact OCA’s Help Desk: 

(512) 463-1642

to obtain a User ID and password



















Case Management Vendors

with Interfaces





Generating Activity Reports

 May access court activity data for any 
date range between September 1992 
to present

 Most up-to-date data available



Generating Activity Reports

 Monthly Activity Report: may run 
report for individual city or for statewide 
totals

 Activity by City: summary activity for all 
cities in state, may sort alphabetically or 
by population







Judicial Directory

http://dm.courts.state.tx.us/ 
DirectorySearch.aspx

http://data.courts.state.tx.us/ DirectorySearch.aspx
http://data.courts.state.tx.us/ DirectorySearch.aspx






Court Case 

Management Software

8 products on state contract:

http://www.dir.state.tx.us/store/ 
busops/softwaresubjects.htm

http://www.dir.state.tx.us/store/busops/softwaresubjects.htm
http://www.dir.state.tx.us/store/busops/softwaresubjects.htm


Contact Information

Municipal Court Reports: 

Sandra Mabbett: (512) 463-1640

sandra.mabbett@courts.state.tx.us

OCA Help Desk: (512) 463-1642

Other reporting concerns:

Angela Garcia (512) 463-1625

mailto:sandra.mabbett@courts.state.tx.us

