Clerk of Court
Mission and Organizational Chart

Clerk of Court — Mission

To enter and record all orders, decrees, judgements and other proceedings of the Superior, State, and Magistrate Courts of
Gwinnett County, as well as other duties required by law.

Clerk of Court’s Office
e Oversee the operations of recording
appropriate legal documents and other
instruments under the office’s jurisdiction

Superior Court Records
. e File and maintain court records falling
* Prowde_ computer  support for the under the jurisdiction of the Superior
app_roprlate courts Court; issue notary commissions; and
 Maintain and upgrade the Case record tradename registrations

Manageme’nt_ System for the courts and e Attend courtroom proceedings to perform
the county’s jury software system the duties of the clerk

Information Technology

e Assist the public and other agencies in
obtaining information from court records.
e Collect & dishurse fees, costs & fines

Real Estate Records

e File and record all deeds, liens, plats,
financing statements and all other
instruments as required by law

e Maintain permanent real estate and lien
records and indices and transmit data to
the Superior Court Clerks Cooperative
Authority

e Assist the public in obtaining
information from the real estate records
of Gwinnett County

e Collect & disburse appropriate fees &

State Court Records

e File and maintain court records falling
under the jurisdiction of the State Court

e Attend courtroom proceedings to perform
the duties of the clerk

e Assist the public and other agencies in
obtaining information from court records.

e Collect & disburse fees, costs & fines

taxes
Magistrate Court Records Appeals, Adoptions, Garnishments
e To assist the public in filing civil claims e Process all appeals and transmit record
of $15,000 or less to appropriate appeals court
e Issue criminal arrest warrants e Process and maintain the adoption files

e File, collect, and disburse fines on bad and docket )
check & shoplifting citations e Process garnishment receipts &

e  Schedule preliminary hearing calendars disbursements. ~ Perform administrative
duties to include court appearances,

grand jury functions, maintain Drug
Court docket

Jury Operations
e Oversee jury operations for County
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