
The sustained efforts of 
the MACA Board of 
Directors to have the 
Office of Court Ad-
ministration (OSCA) 
provide more educa-
tional access and mate-
rials to MACA mem-
bers is paying off.  OS-
CA is providing infor-
mation and making 
staff available on key 
issues that affect 
MACA members.  
Some of these recent 
enhancements include 
the establishment of 
the OSCA Municipal 
and Traffic Unit which 

answers calls from mu-
nicipal clerks and judg-
es in all Municipal Di-
visions throughout 
Missouri (the unit can 
be reached through the 
OSCA Help Desk at 
888.541.4894 or OS-
CA.Help.Desk@courts
.mo.gov.   
Since May 2016, OS-
CA has made visits to 
44 Municipal Divisions 
to assist with pro-
cessing issues by 
providing best practice 
suggestions and refer-
ence to rules and stat-
utes. 

Additionally, OSCA 
has visited with many 
MACA members dur-
ing our regional con-
ferences.  OSCA repre-
sentatives have dis-
cussed a variety of top-
ics including legislative 
changes, reporting re-
quirements and Su-
preme Court Rule 
37.04.   
And, as reported in the 
last issue of MACA 
eNews, the Missouri 
Supreme Court created 
the Municipal Clerk 
Education Committee 

(Continued on page 2) 
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In case you have mis-
placed your last issue 
of the MACA e-News, 
or perhaps you are still 
thinking about one of 
the open positions, I 
have placed the Decla-
ration of Candidacy 
form in this issue, too.  
In odd-numbered years 
(and, yes, that would 
be this year, 2017), the 
positions open are 
President Elect, Treas-
urer and Directors for 
regions 1, 3, 5, 7 and 9.   
 
You will find a full 
description of the posi-

tions open in the 
MACA By-Laws and 
Policy and Procedures 
(which can be found on 
the MACA website), 
but a brief description 
follows: 
 
President-Elect:  The 
President-Elect’s pri-
mary duty is to assist 
the President in the 
discharge of his/her 
duties, and in the Presi-
dent’s absence, assume 
the full responsibilities 
of that office.  He/She 
shall be designated 
Parliamentarian and 
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shall govern all meet-
ings of the Association 
consistent with the As-
sociation’s By-Laws.   
 
Treasurer:  The Treas-
urer’s primary duty is 
to receive, collect and 
have custody of all 
funds of the Associa-
tion.  He/She shall de-
posit funds in a bank 
convenient as designat-
ed by the Executive 
Board and such funds 
are to remain on depos-
it under the name of 

(Continued 

 on page 7) 

Not Too Late to Be a Candidate! 
  by Nominations Committee Chair Susan Brunworth 
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ter to register for the City of 
Jackson orientation set for April 
21; but please wait for the sepa-
rate mailer to be sent soon to pay 
and register for the orientation 
set for May 22 at the MACA 
Spring Conference.   
Finally, OSCA has been fielding 
numerous telephone calls re-
garding municipal reporting re-
quirements.  Some of the ques-
tions OSCA receives include: 
What needs to be reported?  To 
whom does it need to be report-
ed? And when does it need to be 
reported? As MACA members 
will already know, the Munici-
pal Clerk Manual is an important 
tool that gives court clerks and 
administrators legal reference 

and procedures on how to per-
form certain court functions.  
Section 1.4 of the Municipal 
Clerk Manual includes infor-
mation on reporting require-
ments.  As a helpful step, please 
find the chart on page 5 of this 
newsletter for a 2-page quick 
guide to answer the frequent 
questions referenced earlier in 
this paragraph.  This same 2-
page guide appears in the Mu-
nicipal Manual in Section 1.4 
If MACA members do not have 
access to the Municipal Clerk 
Manual, the may contact the OS-
CA Help Desk at 888.541.4894 
or OSCA.Help.Desk@courts.mo.gov. 
 
 

which is dedicated to providing 
education opportunities for Mu-
nicipal Clerks.  The committee is 
comprised of various municipal 
clerks, court administrators and 
judges throughout the state.  The 
committee is offering Municipal 
Clerk Training on April 21 (free 
at City of Jackson) and May 22 
(Spring Conference/Lake of the 
Ozarks/a separate MACA regis-
tration form with payment infor-
mation will be sent in the next 
few weeks with conference in-
formation).  Members can use 
the “New Municipal Division 
Clerk Orientation Registration 
Form” on page 3 of this newslet-

(Continued from page 1) 

OSCA Enhanced Training 
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     (See next page for related article) 
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Helpful Hints:  Reporting Requirements 
      (provided by Clayton Knipp, OSCA) 
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Reporting to Circuit Court en 
Banc:  The Court Administra-
tor shall prepare a report eve-
ry six months which shall in-
clude, but shall not be limited 
to, the total number and dis-
position of every intoxication-
related traffic offense adjudi-
cated, dismissed or pending in 
its municipal court division. 
The municipal court division 
shall submit said report to the 
circuit court en banc. The re-

port shall include the six 
month period beginning Janu-
ary first and ending June thir-
tieth and the six month period 
beginning July first and end-
ing December thirty-first of 
each year.  The report shall be 
submitted to the circuit court 
en banc no later than sixty 
days following the end of the 
reporting period. (Source: 
577.006 RSMo.)   
The Court Administrator shall 

send the intoxication-related 
traffic offense case activity 
reports to the Presiding Judge 
no later than August 29 for 
the January to June reporting 
period and no later than Feb-
ruary 28 for the July to De-
cember reporting period.    
 

It’s hard to believe the annual conference is right around the corner. The year just 
flies by. Of course, we’ve all had our hands full with the new changes in Legislation. 
And if your hands were not full from it, we want to know your secret!  
 
One of the best parts of the conferences is getting to see your friends again. You 
know the ones, you see them at conference, you talk/email them a few times a year 
and when you see them again, it’s nothing but pure enjoyment.  
 
This year when you go, bring your camera/cell phone. Take the picture, share it with 
MACA on the Facebook page. We want to remember you! You ARE part of our his-
tory.  
 
If you haven’t found us on Facebook, look for us under Missouri Association of 
Court Administrators. This is a great resource for you and for us. Ask questions, get 
answers fast. And when the Board needs answers from YOU, the fantastic people we 
represent, it’s quick too.  
 
So this edition of the newsletter is going to include a past MACA member. I’ll post 

her name in the next edition, but give it your best shot. Tell me if you know the former MACA Treasurer’s 
name. I’ll give you a hint…………ok, maybe not just yet.  
 
If you have photos you’d like to share or see a featured friend, please send them to 
me at mtaylor@osagebeach.org. 
 

Don’t Forget to Report! Deadline Drawing Near... 

Building on the Foundations of the Past 
    by MACA Historian Michelle Taylor 
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the organization and information 
concerning areas of court admin-
istration; relay any information/
concerns from their Region to 
the Executive Board; serve as a 
chairperson on at least one of the 
President’s Standing Commit-
tees; perform any additional du-
ties as assigned by the President. 
 
Remember:  Your Declaration of 
Candidacy form MUST BE RE-
CEIVED BY MARCH 15, 
2017 by the Nominations Com-
mittee Chairperson.   
 
Once nominations have closed 
(March 16), all Declarations will 
be reviewed to confirm active 
membership status and the Bal-
lot will be prepared (in the order 
that Declarations were received) 
and made ready for presentation 
to the membership at the Annual 
Meeting.  In the event of a con-

tested position, a Nominations 
Committee will be formed (an 
active member from each Re-
gion) to count ballots and give a 
written statement of the elected 
persons to the President during 
the Business Meeting.   
 
If you have ever wanted to have 
your voice heard or to just be-
come more involved, I encour-
age you to consider running for 
one of the Executive Board posi-
tions.  If you just want to “get 
your feet wet” a great place to 
start is serving as your Region 
Director.   
 
I look forward to receiving your 
Declaration for Candidacy!!!! 
 -Susan Brunworth  
      

the Association unless directed 
by the Executive Board to place 
specified amounts in appropriate 
interest-bearing accounts under 
the Association’s name, and all 
interest earned shall be entered 
and recorded as income for the 
Association; provide a financial 
and appropriation statement to 
the membership at the close of 
the calendar year; submit their 
records for financial review as 
required by the President or by 
whomsoever the President has 
designated for the financial re-
view.   
 
Region Directors:  Directors are 
the liaisons between the Execu-
tive Board and their Region.   
Duties include:  keeping mem-
bers of their Region informed of 
pertinent information regarding 

(Continued from page 1) 

Not Too Late for Nominations... 

See the next page for the Declaration of Candidacy 

Form if you, or someone you know, is interested in 

serving in these important MACA positions! 
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Missouri Supreme Court Rule:  Read, Review & Remember... 
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My name is Jeanette Chastain, 
Smithville Municipal Court. 
This year I am the Chairperson 
of the 2017 Awards and Scholar-
ship Committee.  The Scholar-
ship Committee is made up of a 
Chairperson and Various Volun-
teers.  These Volunteers, who 
are greatly appreciated, are from 
Municipal Courts throughout the 
State of Missouri.  I keep them 
busy with the selection of the 
Scholarship Recipients for the 
MACA Annual Conference and 
the MACA Mid-Year Confer-
ence.  
For the MACA Annual Confer-
ence, the Committee selects four 
(4) and one (1) reserve from the 
scholarship applications that are 

received before the March 15th 
deadline.  
The Committee shall request 
funds be allocated by the Execu-
tive Board to allow up to four 
(4) active members of MACA to 
be awarded a grant to attend 
which will include registration 
and lodging. 
Committee Guidelines include:  
1) Applicant must be an Admin-
istrator/Court Clerk, 2) Appli-
cant must be an active member 
of MACA, 3) Applicant must be 
a CCA or working toward certi-
fication, and 4) Applicant must 
agree to the recipient’s require-
ments.  Recipient’s Require-
ments include: 1) Recipient must 
file an application prior to the 

March15th deadline to receive 
the Annual Conference scholar-
ship, 2) Recipient’s application 
must be fully completed, and 3) 
Recipient must submit a written 
expense report, with receipts, 
upon return from the Confer-
ence. 
No member shall be awarded a 
scholarship for the MACA An-
nual Conference more than 
one time. 
For anyone interested, the Schol-
arship form can be found on the 
MACA website 
www.macaonline.net, under Re-
source tab and then Form.  It 
also appears on page 12 of this 
newsletter. 
 

Hurry! MACA Spring Conference Scholarship Application! 
       by Jeanette Chastain 

Jeanette Chastain of Smithville 
Municipal Court also serves as 
the Chairperson of the Awards 
Committee, who shall form a 
sub-committee, who will be re-
quired to review all of the Merit 
Award nominations submitted. 
This sub-committee will com-
prise of the Awards Committee 
Chairperson and all past recipi-
ents of the Award of Merit, who 
are active members of this Asso-
ciation. All of the subcommittee 
members will then choose the 
one (1) nominee that they feel is 
the most qualified to receive that 
current year’s Merit Award and 
shall forward their recommenda-
tion to the Awards Committee 
Chairperson. The Awards Com-
mittee Chairperson will be a 
nonvoting member of this com-
mittee; the only exception will 
be to cast a vote to break a tie 
created by the other members of 
the subcommittee. The Awards 
Committee 

Chairperson will provide the 
President of the Association with 
the name of the nominee who 
has been selected to receive the 
Merit Award for that year. 
There shall be only one (1) 
Merit Award presented per 
year. 
Criteria for the Merit Award in-
clude: 1) Nominees, either inside 
or outside the court administra-
tion, must demonstrate leader-
ship and excellence in the ad-
vancement of the ideals and 
principles of modern judicial 
management; as well as profes-
sional court administration em-
bodied in the purpose of the As-
sociation, 2) Nominee must be 
an active member of this Associ-
ation, 3) No individual may 
nominate himself/herself as the 
recipient of the Merit Award, 4) 
An individual may be nominated 
by any member, in good stand-
ing, of this Association or by 

any member, in good standing, 
of the Judge’s Association, and 
5) The Awards Committee will 
provide an approved nomination 
form to all members of the Asso-
ciation by publishing the same in 
the MACA Reporter. 
In addition, this committee will 
submit an approved nomination 
form to the Missouri Municipal 
and Associate Circuit Judge’s 
Association and request that the 
approved nomination form be 
published in their Association’s 
newsletter. 
 
Please remember, if you have 
any questions regarding the in-
formation above, please do not 
hesitate to contact Jeanette at 
816.532.0500 or smithvil-
lemo.org.  The Merit Applica-
tion can be found on page 13 
of this newsletter. 
 

MACA Award of Merit Application Deadline Near! 
       by Jeanette Chastain 
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The mission of the Missouri Association for Court Administration (MACA) is to en-
hance the public's trust and confidence in the Courts through developing and promoting 
the professionalism of Court Administrators, and other court officials with similar du-
ties, by offering quality professional development conferences, seminars, consultation 
and networking. 

MACA eNews 
Phone: 573.291.9995 

Email: eric@eSummarize.com 

 

 

 

IT’S TIME TO THINK SPRING!!! 
 
Time to start thinking of spring.   The season that brings a clean slate to the depressing 
winter months.  Where colors go from the dirty browns and greys to bright and cheer-
ful blues and greens.  The songs of the spring birds can be heard and the daylight 
hours are longer.  I, like so many of you, am ready for not only a seasonal clean slate 
but a professional one too.  Make all the mess of these changes go away.  Take the 
depressing weight and the confusion of changing work practices off my shoulders.   I 
was beginning to feel numb from everything.  But then I took a step back and 
thought….clean slate.  Believe it or not, it helped!  Taking in all the recent changes 
from COR 37.04, it almost feels like a clean slate as we adjust so many of our long 
standing practices to new and somewhat fresher ideas on how to make those adjust-
ments.  Thinking of the professional changes just as I thought about the changes 
brought about by the upcoming season gave me a better perspective on where to start 
and where I wanted this to go.   
 
And as for MACA….the Board is thinking spring also!  We are thinking about up-
dates and making some clean slate changes for the organization that we all believe 
will be of great assistance to EVERYONE within our organization.  Our ACCA pro-
cess is getting an overhaul to make the process more appealing to ALL members of 
our association.  CCA maintenance tracking is getting a review.  Our education focus 
is continuing to tackle the core issues of our job functions and will be offering more 
choices in “spring training” programming.  Our by-laws and policy and procedures are 
being reviewed.  Region Directors will be hosting a regional meeting once a year for 
ALL—focusing on knowledge that NOT all clerks in their regions are part of the local 
associations.  And we will be rolling out in March our plan for inclusion of the new 
municipal prosecutor clerks.  We feel our organization must change with the times.  
Knowing, while keeping both separate that our jobs feed off each other we will pose 
to the membership a by-law change to retain those clerks who have worked so hard 
over the years attending MACA programming.  And we will propose a PA clerk certi-
fication program.  Inclusion is the key.  Education is the focus.  We have consulted 
with MMACJA and we both are in agreement that as an educational programming 
organization there will be no conflict of interest in accommodating both court and 
prosecutor clerks.  Once our programming and association plan is drawn out it will be 
presented to the members for a vote at the May conference.   
 
Spring will be a very busy season for all of us and the board is looking forward to of-
fering you colorful changes and new opportunities as we continue to grow and expand 
our efforts.  Our spring training is about to begin!  So stick with us as we roll out of 
the dark and into the light of a new year and a new season of great MACA program-
ming! 
 
And remember….do not get discouraged!   THINK SPRING! 
 

-Jody Caswell 
    MACA President 

 

Message from President Jody Caswell 
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