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Why do we have a Clerk’s Office?
A long, long time ago, when our state was new, not a lot of people lived in Washington and no one 
community had enough work for a judge. So, the few judges there were “rode the circuit” from 
county to county.  In some states Superior Court Judges are still called circuit judges for this reason.

Of course, each county needed to keep their own records for their citizens and collect money for 
filing cases and for the fines/costs that the judge imposed.  That is where the County Clerks come in.

The Office of County Clerk is established by the Washington State Constitution.  Duties are set out in 
our state laws, the Revised Code of Washington (RCW).

How it might look if a judge 
“rode the circuit” today.

Our office is basically the record keeper and financial officer for the 
Superior Court.  We protect and preserve these records in perpetuity.



What exactly does a Clerk’s Office do?

For the Superior Court:

• We file and maintain all documents filed in a case.

• We attend and keep records of all hearings held in open court. We are 
the citizens representative in the courtroom.

• We receive and store all exhibits offered in a hearing or trial.

• We prepare calendars for judicial hearings and “pull” all files for the 
calendars.



We receive and process statutory fees and 
costs/fines/fees imposed by the Court.

• If something is ordered to be paid into the registry of the court, that’s 
us.

• When a case if filed, the filing fee is paid to the Clerk.

• We charge for all copies of court documents.

• We collect legal financial obligations (LFOs)that the Court orders a 
defendant to pay.



Let’s talk a bit more about LFOs

• Recent supreme court cases have ruled non-mandatory fines and fees 
cannot be assessed without a determination that the defendant has 
an ability to pay.

• The court currently has no system in place for determining if a 
defendant has or is ever likely to have this ability.

• Consequently, most, if not all, non-mandatory fees are being waived

• This will have an impact on fees collected for the county. 



LFOs continued:

• Even in this current climate, we have done a good job of collecting 
from defendants.

• This year we are projected to collect $1,593,011, money that goes to 
crime victims, the state and other county offices. $523,477 of that 
nearly 1.6 million comes directly back to the Clerk’s Office – well 
above what it costs for the 2.25 FTE collectors.

• We continue to work with the Prosecutor’s Office and Superior Court 
to respond to this challenge.



For all Kitsap County Courts:

• We summon jurors for all court levels within the County. 

Superior Court

District Court

Municipal Courts of the 4 cities in Kitsap County

• We are reimbursed by cities for actual costs, plus an administrative 
fee. This saves the smaller jurisdictions from maintaining and 
managing their own jury system.

• Last year, we summoned more than 40,000 jurors, perhaps you were 
one of them.



Our services to the public: Facilitators

• We have Courthouse Facilitators who help pro se (for self) litigants in 
Family Law cases and pro se guardians in Guardianship cases.

• Litigants are often very confused by the complexities of the Court 
system. Recent efforts toward plain language forms may have helped 
a bit, but the processes are still difficult for those who do not know.

• Pro se guardians are most often family or close friends just trying to 
do right by their loved one.  Reporting requirements are strict to 
protect those who cannot protect themselves, as they should be. Our 
facilitators help with initial filing and periodic reporting.

• The facilitator program usually brings in more than it expends through 
surcharges, user fees and form sales.



Our services to the public: Passports
• Our office is a passport sub agency, that is we receive and process applications, 

for which we are allowed to charge $25 each, budgeted at $170,000 for 2017. 
We anticipate we will exceed that this year and next year.

• Unlike many passport offices, including the main one in Seattle, we also offer 
passport photos. This service is expected to generate more than $22,000 next 
year.

• Passports is an area where income always far exceeds expenditures.
• We are considering additional Passport Fairs, which are off-site, often week-

end opportunities for citizens to apply for a passport.  These have been very 
popular in the past.



Highlights of 2016

• Filed 10,143 new cases

• Made 101,319 transactions in our case management program

• Provided jurors for 92 separate jury panels/trials

• Provided assistance to 965 pro se litigants in family and guardianship 
cases

• Processed 5,530 passport applications (roughly 21 a day) and took 
3,211 passport photos

• Took in 11,942 LFO payments with a staff of 2.25



Some of what we’ve been working on this year

• Began the transition to replace the case management system (CMS) 
put in place in the late 70s, including power user training and data 
cleanup. Go Live will occur the end of October 2017.

• Participated in intensive statewide planning for the new system.

• Worked with Facilities to remodel front office to be ADA compliant 
and accommodate differing processes for the new CMS

• Worked with Facilities to create more privacy for victims of Domestic 
Violence and expand passport processing area



What have we planned for the future?

• Complete end-user training for the new CMS

• Transition to the new CMS (end of October)

• A Citizens’ Advisory Committee  

• Working with the Bar to implement efiling

• Continue cross-training, particularly in critical areas, such as DV

• Continue cross-training of managers 

• Working with an office committee of interested staff to consider 
changes to internal office policies


