DISTRICT CLERK

The office of district clerk is created by the Texas Constitution, Article V, Section 9.
The district clerk is an elected official whose term of office is four years. Duties of
the district clerk in each county revolve around the district court. Specific statutory
responsibilities are arranged in the following four categories: administrative,
recordkeeping, finance, and miscellaneous.
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DiISTRICT CLERK

- BUTYIRESPO# BILITY

q. DESCRIPfION OF OFFICE

Government Code

In counties with fewer than 8,000 population, office of
district clerk is combined with county clerk unless
voters authorize separate offices (counties between
5,800 and 5,900 excepted);

Sec. 51.501

May administer oath and affirmations, and take
depositions;

Sec. 51.303; Chapter 602

District clerks, generally; Chapter 51
Vacancy to be filled by appointment of district judge; Sec. 51.301
May be temporarily replaced when party to pending or | Sec. 51.308
proposed sulit;

Must make bond, file, and record with county clerk, Sec. 51.302
approved by commissioners court; obtain errors and

omission insurance policy;

Must complete continuing education courses. Sec. 51.605

. RECORDKEEPING

The district clerk has specified recordkeeping duties.

Business Organizations
Code

Claims against corporation in receivership to be filed
with clerk;

Sec. 11.401 et seq.

File certified copy of decree of dissolution of a Sec. 11.315
corporation with secretary of state;
File certified copy of decree of revocation of certificate | Sec. 9.161

with secretary of state;

Government Code

Record all acts and proceedings of district court and Sec. 51.303
report all money received for jury fees or fines,

Provide plan to microfilm or otherwise reproduce all Sec. 51.304
records;

May provide for the storage of court records by Sec. 51.304

technological means;
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2. RECORDKEEPING .contlnued

Government Code

Keep civil proceeding minutes separate from criminal— | Sec. 51.306
may combine minutes of civil proceedings with other

civil recordings and criminal minutes with criminal

business in a separate record;

Maintain index to judgments; Sec. 51.303
Record in minutes disqualification and appointment or | Sec. 24.004

election of special district judges;

Civil Practice and
Remedies Code

Acknowledgement of written instruments;

Sec.

121.001 et seq.

Authority to take depositions.

Sec.

20.001

. FINANCIAL RESPONSIBILITY

The district clerk has certain responsibilities related to
finances.

Local Government Code

Report any money collected to commissioners court Sec. 114.044
and file report in county clerk’s office; report must

follow statutory format;

Orders for payment issued on county treasury must be | Sec. 113.042(f)
signed and attested by clerk or judge;

Use forms prescribed by auditor for reports on Sec. 114.043
collection and disbursement of funds (counties over

190,000),

Report to auditor in counties over 190,000 on all Sec. 117.058
registry funds, secure auditor’s signature on all checks

written on registry funds;

Collect fees attached to civil cases due to county law Sec. 323.023
library funds and transmit to treasurer;

Keep account of all money accruing to office,; Sec. 114.041
Disposition of and accounting for fees received by Sec. 114.044
district clerk;

Issue orders for payment when authorized by Sec. 152.903

commissioners court to pay interpreters;
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DISTRICT CLERK

_ DUTY/RESPONSIBILITY _ AUTHORITY
3 FINANCIAL RESPONSIBILITY, continued
Local Government Code
Receive annual report from county officers Sec. 114.046
compensated on fee basis;
Government Code
Collect fees as specified; Secs. 51.317 -51.319
Collect court reporter’s fees; Sec. 51.601
May collect jury fee in civil cases; Sec. 51.604
Arrange pay of jurors from jury fund. Sec. 61.001
4. ADMINISTRATIVE DUTIES

The district clerk has certain general administrative
duties.

Local Government Code

Maintain office at county seat; Sec. 291.002
May have office at auxiliary courthouse but must also Sec. 292.004
maintain office at county seat;

Certify and transmit to commissioners court actions of | Sec. 84.003
district judge(s) in appointing auditor in various

counties,;

Bond and oath of county clerk to be deposited in office | Sec. 82.001

of district clerk:

Occupations Code

Serve as member of the county bail bond board in
counties over 110,000,

Sec. 1704.053

Government Code

Joint clerk uses district clerk seal to authenticate acts Sec. 51.502
as district clerk;
May appoint deputies; Sec. 51.309

Participate in selecting names from jury wheel,
reconstituting jury wheels, certifying jury lists, and
arranging for juries;

Secs. 62.001-62.010

May process applications for U.S. passports;

Sec. 51.3031
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