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INTRODUCTION 
 
 
 The Kansas Municipal Court Clerks’ Manual was prepared by the Municipal 
Court Clerks’ Manual Committee appointed by the Kansas Supreme Court.   
 
 The manual is designed to explain in non-technical language the various 
procedures to be followed by municipal court clerks in performing their functions and 
responsibilities in a uniform manner.  The manual attempts to cover all phases of the 
Municipal Court and its operation, from the physical makeup of the courtroom to 
procedures and forms.  Whenever possible, a “how to” type of explanation and/or an 
example is used.  Chapter 18 contains copies of forms.  In addition, some chapters 
contain copies of forms discussed in that particular chapter. 
 
 Throughout the manual, Kansas statutes and Supreme Court rules are cited.  In 
instances where no specific statute or rule applies, the manual Committee has outlined 
recommended procedural guidelines.  Please note:  your city may have specific 
ordinances that conflict with the Manual Committee’s recommendations or Kansas 
statutes.  You should follow your city’s ordinance if a conflict arises. 
 
 In addition to this manual, two training sessions are offered each year.  A spring 
conference is sponsored by the Kansas Supreme Court and the Kansas Association for 
Court Management each April.  A fall conference is sponsored solely by the Kansas 
Association for Court Management. 
 
 Other sources of support are provided by the Kansas Supreme Court Office of 
Judicial Administration and the Kansas Association for Court Management.  For 
additional information, contact the Office of Judicial Administration at (785) 296-2256. 
 
 This manual was created in an effort to establish a consistency throughout the 
Municipal Courts of Kansas in hopes of promoting a positive impression of the Kansas 
Judicial System. 
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CHAPTER 1.  MUNICIPAL COURT PERSONNEL AND FACILITIES 
 

1.01 THE MUNICIPAL JUDGE 
 

The municipal judge is the chief judicial officer of the municipal court.  The term 
and selection process for appointment of the municipal judge is determined by 
state law and municipal ordinance.  Some applicable statutes are K.S.A. 13-527, 
13-628a, 13-6281, 14-201, and 15-204. 
 
A municipal judge must be a citizen of the United States and a graduate of a high 
school or secondary school or the equivalent thereof.  Additional qualifications 
are based on the city’s class, which is determined by population.  Cities of the 
third class have a population of less than 2,000; cities of the second class have a 
population of more than 2,000, but less than 15,000; and cities of the first class 
have a population of 15,000 or more.  In cities of the first class, the municipal 
judge must be an attorney admitted to the practice of law in Kansas.  In other 
cities, the judge must be either an attorney admitted to the practice of law in 
Kansas, or certified by the Supreme Court as qualified to serve as a municipal 
judge (K.S.A. 12-4105). 
 
To ensure each non-lawyer municipal judge possesses the minimum skills and 
knowledge necessary to carry out the duties of the municipal judge, the Supreme 
Court is required to provide a training program and an examination.  To do so, 
the Supreme Court has established the Municipal Court Judges Testing, 
Education, and Advisory Committee which is composed of municipal judges and 
chaired by a Supreme Court Justice.  The examination and training are 
administered without charge and the examination is given at least once every six 
months.  If a municipal judge fails to successfully complete the examination 
within 18 months after taking office, the judge will forfeit his or her office and the 
position will be deemed vacant at the end of the 18-month period.  However, a 
judge who fails the examination may take it again the next time it is offered prior 
to the expiration of the 18-month period.  Any person who successfully completes 
the examination will be certified by the Supreme Court as being qualified to hold 
office. 
 
In order to continue to hold office, a municipal judge must attend at least ten 
hours of continuing judicial education approved by the Supreme Court in each 
calendar year (Supreme Court Rule 502).  A continuing judicial education 
program offering at least ten hours of credit is provided at least once each year 
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by the Supreme Court at no expense to either the municipal judge or the city 
(K.S.A. 12-4114). 
 
The powers and duties of the municipal judge are detailed in K.S.A. 12-4106. 
The powers and duties are summarized below. 
 

 Hear and determine cases 
 Grant continuances 
 Administer oaths 
 Enforce orders 
 Assess fines, imprisonment, probation, parole 
 Issue warrants 
 Maintain a docket 
 Furnish reports/monies as requested to the judicial administrator and state 

treasurer 
 Submit dispositions to the KBI 

 
Although these are the responsibilities of the judge, many of these tasks are 
delegated to the court clerk. 
 

1.02 MUNICIPAL JUDGE PRO TEMPORE 
 

If the municipal judge is temporarily unable to preside because of absence, 
illness, or disqualification, he or she “shall designate an attorney or other 
qualified person to act as judge pro tempore” (K.S.A. 12-4107).  A qualified 
person is one who meets the requirements discussed in 1.01 above. 

 
In the event the judge fails to appoint a judge pro tempore, or pro tem for short, 
then one shall be appointed in the same manner as the municipal judge is 
selected.  He or she may be appointed to serve for a particular time period or to 
hear a particular case the judge is disqualified from hearing because of a conflict 
of interest or other reason. 

 
1.03 CLERK OF THE MUNICIPAL COURT 
 

If the governing body of the city provides for the office of Clerk of the Municipal 
Court, the clerk shall be appointed by the municipal court.  If the city does not 
provide for a clerk, the municipal judge must serve as clerk (K.S.A. 12-4108). 
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1.04 PROSECUTOR 
 

In some cities the position of City Attorney is divided in responsibility so that one 
person is the prosecutor and another person serves as advisor to the governing 
body.  Sometimes the prosecutor may be designated as “Assistant City Attorney” 
or as “Municipal Prosecutor.”  Whatever the designation, the prosecutor is an 
attorney who represents the city in the prosecution of each case. 
 
The prosecutor has wide discretion in the way a case is handled.  The prosecutor 
may establish a plan of diversion (discussed in Chapter 7) to handle certain 
cases.  In many respects the prosecutor has more discretion in the way cases 
are handled than the judge. 
 
The city attorney, or an assistant, shall prosecute all cases in the municipal court 
(K.S.A. 12-4110).  If the prosecutor fails to appear for trial without just cause, the 
municipal judge should dismiss the case. 

 
1.05 PROBATION OFFICER 
 

Some courts employ a probation officer to supervise the probation, diversion or 
parole of people sentenced by the court.  The probation officer should insure that 
the defendant is in compliance with the orders of the court or prosecutor.  This 
may involve monthly meetings with the defendant; scheduling psychological, 
drug or alcohol counseling, education or treatment; monitoring UA’s for drug or 
alcohol use; confirming performance of community service; monitoring the 
payment of fines; and keeping track of the probationer’s whereabouts and 
conduct, including new law violations.  The probation officer should report 
violations to the prosecutor who would file the appropriate motion to revoke 
probation, diversion, or parole. 
 
In smaller jurisdictions, these tasks may be performed by some other person, 
such as the prosecutor or the court clerk.  Another option is to contract with 
private agencies to provide supervision services. 

 
1.06 BAILIFF 
 

A bailiff, although not essential, can be a principal assistant to the judge.  The 
bailiff may open court by preceding the judge into the courtroom and introducing 
the judge.  The bailiff may administer the oath of witnesses, handle witnesses 
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and prisoners, or do other tasks assigned by the judge.  In some jurisdictions, 
these tasks are performed by the clerk, probation officer, some other staff 
member, or by the judge.  In some courts, a police officer serves as bailiff.  The 
presence of a uniformed officer in the courtroom helps to ensure orderly 
behavior. 

 
1.07 INTERPRETER 
 

The court should appoint a qualified interpreter for persons whose primary 
language is one other than English, or who is deaf, hard of hearing, or speech 
impaired, in any court proceeding involving such person.  The court may appoint 
an interpreter in other types of cases.  The court may set a reasonable fee for the 
services of the interpreter and may provide for the payment of the costs from the 
court’s budget.  At no time should the fees for an interpreter be assessed against 
the person who needs the services per K.S.A. 12-4112. 

 
1.08 COURTROOM 
 

State law requires that each city provide a suitable courtroom and all necessary 
supplies.  Although the courtroom provided may be used at other times for 
another purpose, such as for meetings of the governing body, it should be 
available to the court as reasonable times.  It should be arranged in such a way 
as to facilitate the orderly transaction of business in the court.  
 
The courtroom should be located in a well-kept, accessible building.  City Hall or 
some other public building is a good location.   
 
As a minimum, there should be two tables to separately accommodate the 1) 
defendant and defense attorney, and 2) the prosecutor.  There should be a table 
or desk for the judge and a chair for witnesses.  There should be a place for 
observers to be seated in the courtroom as well.  The courtroom should be large 
enough to accommodate the people who are due to appear on any particular day 
so no one will have to stand in line to get into the court.  It should either be small 
enough that all can hear or there should be a public address system employed. 
 
The courtroom need not be elaborate, but it should be both functional and 
reasonably attractive.  If possible, there should be a United States flag and a 
Kansas State flag in the courtroom.  How formally the court proceedings are 
conducted is a matter for the court to determine.  The judge should keep in mind 
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that both the physical appearance of the court and the procedure followed should 
enhance respect for the court.  Many people will have contact with the municipal 
court that will never appear in another court or will not have business again with 
the City.  Their whole outlook toward the court, the judicial system and City in 
general, may depend on their impression of the municipal court. 
 
Appropriate measures should be taken to ensure security of personnel, court 
documents, and the public.  Every court should have a disaster and security plan 
for protection of persons in the court area.  This plan should cover tornados, 
fires, bomb threats, and critical incidents.  Clerks should be aware of the potential 
for violence in the court environment.  Deterrents may include trained bailiffs, 
armed and uniformed law enforcement officers, security lighting, panic buttons, 
security cameras, metal detectors, and/or bulletproof glass. 

 
1.09 OFFICES 
 

If possible, the court clerk’s office should be separate from the courtroom, but 
close enough to facilitate the orderly transaction of business.  The clerk should 
have ample space for file cabinets to hold court records if electronic storage is 
not an option.  If possible, the prosecutor’s files should not be kept with the other 
court records.  This is because the judge should not see police reports or other 
documents in the prosecutor’s file before trial.  Furthermore, the court’s records 
are public, but the prosecutor’s records are not.  Therefore, it is advisable for the 
prosecutor to have a separate office and filing system. 
 
The judge should have an office or work area near the courtroom so that he or 
she can come and go to and from the courtroom.  The office should include 
Kansas statute books and city ordinances. 
 
If the court employs a probation officer, he or she should have an office readily 
accessible to defendants.  It should provide a comfortable, relaxed surrounding 
for the defendant to visit with the probation officer in a relatively private manner, 
while maintaining security measures. 
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CHAPTER 2.  MUNICIPAL COURT CLERK DUTIES AND LIABILITIES 
 
2.01 DUTIES 
 

K.S.A. 12-4108 describes the duties of a court clerk.  This statute is general as 
duties include: 

 Issue all processes of the Court; 
 Administer oaths; 
 File and preserve papers; 
 Docket cases; 
 Receipt payments; and 
 Any acts necessary to carry out the duties and responsibilities of 

the Court. 
 

The details of those duties and how they are executed is influenced by numerous 
factors such as: the municipal court judge, city prosecutors, city values, city 
policies, court policies and the size of the court.  This manual provides general 
information and statutory requirements/references related to the execution of 
duties. 

 
 If the governing body of the city provides for the Office of Clerk of the Municipal 

Court, the clerk shall be appointed by the municipal court, or the clerk may be an 
employee hired by the city. 

 
 
2.02 AREAS OF LIABILITY 
 
 
 
Areas of liability include receiving and accounting for funds, warrant recall and open 
record requests. 

 
A. Receiving and Accounting for Funds 

 
This is a ministerial function, meaning a duty prescribed by statute, not an 
act involving discretion.  It is advisable that all transactions be 
documented, a cash-handling policy in place and then followed.  A policy 
could include provisions regarding: 
 
 

This section is provided for informational purposes only and should not be relied 
upon as a legal opinion.  Consult with your legal department or City Attorney. 
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 The numbering of receipts; 
 Accounting for all monies at the end of the day; 
 Verifying money and receipts before depositing at the bank; 
 If possible, the person who receipted the money should not also 

balance the money; 
 Accepting personal checks, check cashing, third party checks, 

credit cards, payments via mail, bulk coins, large bills, long/short, 
etc. 
 

B. Warrant Recall 
   

This is an area of liability because someone could be wrongly arrested on 
a warrant due to a clerical error.  When recalling warrants, the first priority 
is to immediately cancel the warrant!  Failure to do so could lead to a false 
arrest and a lawsuit against the city.  Therefore it is prudent to create a 
check list for the cancelation of warrants.  An example checklist and 
withdrawal form are provided below.  Warrant recall is a ministerial 
function per Cook v. City of Topeka, 1982. 

 
Example checklist 

 Obtain physical court file or pull up electronic file; 
 Cancel warrant in REJIS or KCJIS, print confirmation; 
 Contact dispatch to pull the hard copy of warrant; 
 Complete warrant withdrawal form (example provided below); 
 Send copy of warrant withdrawal form to the warrant officer; 
 Hold court file or withdrawal form on desk until warrant hard copy is 

returned from dispatch;  Follow-up if it's not received within 2 
business days; 

 Cancel warrant in court software; add fees, update court date, etc. 
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Example Withdrawal Form 
 

IN THE MUNICIPAL COURT OF THE 
CITY OF LENEXA, KANSAS 

 
 

CITY OF LENEXA, KANSAS 
   Plaintiff,   WARRANT NO. LN0054952 
 
        
       RACE:   WHITE 
 
       SEX:   MALE 

VS 
 
 
 
JOHN DOE      DATE OF BIRTH: 01/01/2000 

    Defendant, 
 

 
ORDER TO WITHDRAW WARRANT 

 
To all police officers of the City of Lenexa, Kansas: 
 
You are further authorized and directed to return the withdrawn warrant to the Lenexa Municipal 
Court.  Said warrant has been canceled in the REJIS system by the Lenexa Municipal Court 
Clerks. 
 
IT IS BY THE COURT SO ORDERED. 
 

 
 
 

_________________________ 
Municipal Court Judge 

 
 

Date dispatch       emailed       phoned             _______________________, 20____ 
 
Time dispatch phoned _______       am      pm Dispatch Contact Name _______________ 
 
____________   Court Clerk for Warrant Return 
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C. Open Record Requests 
  

The terms open record, discovery and criminal history are sometimes 
used interchangeably, but are three different things.  The liability here is in 
ensuring that only the information we are allowed to disseminate is 
shared. 

 
The Kansas Open Records Act is laid out in Chapter 45 of the K.S.A., 
starting with K.S.A. 45-215.  In part states “…public records shall be open 
for inspection by any person unless otherwise provided by this act…” A 
public record “means any recorded information, regardless of form or 
characteristics, which is made, maintained or kept by or is in the 
possession of any public agency…” Criminal history record information is 
laid out in the K.S.A., starting with 22-4701.  For further information, the 
League of Kansas Municipalities publishes a manual on open records. 

 
 Open records for municipal courts – These are generally documents 

generated by or filed with the court.  Examples include, but are not limited 
to: 

o Journal entries; 
o Diversion agreements; 
o NTA/complaint; 
o Hearing dates; 
o Conviction or dismissals; 
o Motions; and 
o Docket sheets. 

 
Examples of what isn't an open record: 

o Expunged cases; 
o Unexecuted arrest warrants (see Chapter 5 for how this differs from 

a bench warrant); 
o SSN & date of birth; 
o Speeding conviction for traveling not more than 10mph in excess of 

the speed limit, between 55mph and 70mph, per K.S.A. 8-1560c; 
o Non-traffic records for juveniles 14 & under; 
o Records that the court may store, but are part of the prosecutor file, 

such as drug and alcohol evaluations, driving records, and 
prosecutor notes. 
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 Open records for law enforcement – The front page of a standard offense 
report: 
 
Examples of what isn't an open record, include but are not limited to: 

o Juvenile offense records, except traffic, for juveniles 14 or above; 
o Criminal offense records; 
o Unexecuted search or arrest warrants; 
o Arrests if the charges were dismissed or the person was found not 

guilty; 
o Criminal history. 

 
 Discovery – Police reports, videos, etc. used in the defense of a case. 

This is requested by the defendant or their attorney.  This information is 
not disclosed to the public. 

 
 Criminal history – The comprehensive report of someone’s arrests, 

convictions and dismissals.  This information is not disclosed to the public.  
This is different than information on cases the person has in your court, 
which is open.  It is appropriate to refer an individual to the KBI if they 
want a copy of their criminal history. 

 
2.03 PERFORMANCE BOND 
 

Liability is inherent in our work, so there are some protections afforded to 
us.  These protections are based on the structure of your city and city 
policies.  Some court staff are covered under the city’s general liability 
insurance, while others, particularly if appointed, may need to obtain a 
performance bond under K.S.A. 12-4108.  The purpose of this 
requirement is to ensure faithful performance and to pay for damages.  
For example, if the city is sued by a person who is arrested because of a 
clerical error.  For more information on procedural issues, lawsuits and 
immunity refer to Chapter 75 in K.S.A., specifically 75-6108 and 75-6104, 
and your legal department or city attorney. 
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CHAPTER 3.  JURISDICTION OF THE MUNICIPAL COURT 
 
3.01 GENERALLY 
 
 
 
 
 Jurisdiction must exist before any municipal court has authority to act.  

Jurisdiction is the power or authority to hear and determine controversies 
involving the person before the court.  A municipal court can hear only cases 
involving alleged violations of municipal ordinances legally enacted by the 
governing body of the city.  The alleged violations must occur within the city limits 
(K.S.A. 12-4104). 

 
 A city ordinance may be the same as or quite similar to a state criminal statute on 

the same subject, but it should be remembered that it is the ordinance which 
gives the municipal court its authority. 

 
 A municipal court in Kansas has no civil jurisdiction; that is, a municipal court has 

no power to decide disputes between private parties involving contracts, property 
rights, damage actions, divorce actions, child custody, or cases involving 
juveniles (with a few exceptions such as curfew violations and traffic cases; see 
3.06).  Municipal courts have no jurisdiction over violations of state statutes.  
Municipal judges can now perform marriage ceremonies (K.S.A. 23-104a). 

 
 The decision of the municipal court in a traffic case involving a motor vehicle 

accident, whether the accused is guilty or not guilty, does not determine who 
must pay for damages.  The municipal court determines only questions of guilt; 
that is, the court decides if the accused party was guilty of violating the city 
ordinance.  If another vehicle is involved in a traffic accident, the court may 
determine the guilt only if a traffic citation is used.  Any damages as a result of 
the accident would be of a civil nature and therefore a civil court would determine 
the issue of damages.  However, the municipal court may order restitution as part 
of sentencing [see 10.05 I. and K.S.A. 8-1019 (c)]. 

IT IS NOT THE CLERK’S RESPONSIBILITY TO DETERMINE JURISDICTION. 
THIS CHAPTER IS FOR INFORMATIONAL PURPOSES ONLY. 
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3.02 DETERMINING WHETHER JURISDICTION EXISTS 
 
 In order for the municipal court to have jurisdiction in any case, the alleged 

offense must have been committed within the corporate limits of the city and the 
accused person must be properly brought before the court.  Bringing the 
defendant before the court can be accomplished in several ways which are more 
fully discussed in Chapters 4 and 5. 

 
3.03 LACK OF JURISDICTION 
 
 If the court determines there is no jurisdiction for any of the reasons set forth 

above, the case must be dismissed; the judge cannot make a finding of guilty or 
not guilty.  A municipal judge who determines guilt or innocence when the court 
lacks jurisdiction exposes himself or herself to a lawsuit. 

 
3.04 HOME RULE 
 
 The basic authority for the power of cities to act and the limitations thereon are 

found in Article 12, Section 5 of the Kansas Constitution where cities are granted 
broad powers of self-determination.  As an example, K.S.A. 12-4112 prohibits a 
municipal court from charging court costs (except for witness fees and mileage 
and the assessments required for the Judicial Branch Education Fund, the Law 
Enforcement Training Center Fund, the Local Law Enforcement Training 
Reimbursement Fund, and the Juvenile Detention Facilities Fund).  However, 
Article 12, Section 5(c) of the Kansas Constitution permits a city to exempt itself 
from laws which are not uniform to all cities.  This is done by means of a charter 
ordinance.  Under its home rule authority, a city may pass a “charter ordinance” 
which will permit the court in the city to charge court costs. 

 
 If there is a conflict between state regulatory authority and local home rule 

authority, the Kansas Supreme Court makes the determination as to which is 
valid.  Generally, state legislative supremacy is upheld (see Chapter 18). 
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3.05 TRAFFIC OFFENSES 
 
 The State of Kansas has adopted uniform laws regulating traffic on roads, 

streets, and highways throughout the state (K.S.A. 8-1401, et seq.).  Local 
authorities may adopt traffic regulations which are not in conflict with the uniform 
act. 

 
 The general rule of interpretation of ordinances, the violation of which may result 

in the violator being fined or jailed, requires the court to view the ordinance 
strictly.  If, however, the ordinance covers allowable areas and is not in conflict 
with the uniform act, it is proper.  An example of a permitted local ordinance 
would be the establishment of parking regulations.  An example of an area 
reserved by the state is the issuance of driver’s licenses.  However, a city may 
properly make the failure of an individual to possess a valid driver’s license a 
violation of its ordinances. 

 
3.06 JUVENILE TRAFFIC OFFENSES 
 
 The municipal court has no jurisdiction over children under 18 years of age, 

except in the matter of traffic offenses and tobacco infractions (K.S.A. 12-4214(c) 
and Attorney General’s Opinion 96-83) and municipal ordinances which have no 
statutory counterpart.  Examples include curfew violations, defacing property, 
and riding a bicycle on a sidewalk (see Attorney General Opinion No. 97-31; note 
that AG opinions are not binding and the appellate courts have not yet addressed 
the question, which is discussed further in the Judge’s manual, chapter 3).  If a 
complaint is filed in the municipal court alleging a non-traffic violation of a city 
ordinance and the accused person is under the age of 18 years at the time the 
offense was committed, it is the duty of the municipal judge to dismiss the 
complaint and refer the same to the district court.  The prosecutor may deliver all 
papers, documents, and other information in the prosecutor’s possession 
pertaining to such child to the county or district attorney. 

 
 The municipal court has jurisdiction to hear a case involving any traffic ordinance 

violation when the accused person is at least 14 years of age.  If a complaint is 
filed in municipal court involving a traffic ordinance violation where the accused 
person is under 14 years of age, the court must dismiss the complaint. 

 
 “Traffic offense” is defined in K.S.A. 8-2117(d) to include “a violation of a city 

ordinance or county resolution which prohibits acts which would constitute a 



 3-4  

violation of the uniform act regulating traffic on highways or a violation of Articles 
1 and 2 of Chapter 8 of the Kansas Statutes Annotated, and any violation of a 
city ordinance or county resolution which prohibits acts which are not violations of 
state laws and which relate to the regulation of traffic on the roads, highways, or 
streets or the operation of self-propelled or nonself-propelled vehicles of any 
kind.” 

 
 The provisions of the uniform act regulating traffic on highways are listed in 

K.S.A. 8-2204 and include such matters as speeding; rules of the road; accidents 
and accident reports; equipment of vehicles and motorcycles; in size, weight, and 
load of vehicles.  Transportation of liquor in an opened container and 
transportation of cereal malt beverage in an opened container (K.S.A. 8-1599) 
are also part of the uniform act.  Article 1 of Chapter 8 covers vehicle registration, 
vehicle titles, and license plates.  Article 2 of Chapter 8 covers drivers’ licenses, 
including such matters as driving while suspended, no current drivers’ license, 
and violation of drivers’ license restrictions.  City ordinances covering any of the 
matters mentioned in this paragraph are “traffic offenses” and the municipal court 
has jurisdiction over anyone at least 14 years of age who violates such 
ordinances.  In addition, if a city ordinance relates to traffic and the subject matter 
of the ordinance is not covered by a state statute, the violation of such an 
ordinance is a traffic offense. 

 
 Prior to July 1, 2006, a violation of an ordinance covering no proof of liability 

insurance was not considered a traffic offense; therefore, the municipal court did 
not have jurisdiction over a person under 18 years of age who committed a 
violation of such an ordinance.  However, in 2006 the definition of traffic offense 
was amended to include violations of K.S.A. 40-3104 or any similar city 
ordinance.  Thus, the municipal court now has jurisdiction over persons under 18 
years of age who commit violations of a city ordinance covering no proof of 
liability insurance. 

 
 The court “may impose any fine authorized by law for a traffic offense, including a 

violation of K.S.A. 8-1567 and amendments thereto, and may order the child 
placed in a juvenile detention facility, as defined by K.S.A. 2014 Supp. 38-2302 
and amendments thereto, for not more than 10 days.  If the child is less than 18 
years of age, the child shall not be incarcerated in a jail as defined by K.S.A. 
2014 Supp. 38-2302 and amendments thereto.  If the statute under which the 
child is convicted requires a revocation or suspension of driving privileges, the 
court shall revoke or suspend such privileges in accordance with that statute.  
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Otherwise, the court may suspend the license of any person who is convicted of 
a traffic offense and who was under 18 years of age at the time of commission of 
the offense.  Suspension of a license shall be for a period not exceeding one 
year, as ordered by the court” (K.S.A. 8-2117).  Juvenile detention facility means 
a public or private facility licensed pursuant to Article 5 of Chapter 65 of the 
Kansas Statutes Annotated, and amendments thereto, which is used for the 
lawful custody of alleged of adjudicated juvenile offenders (K.S.A. 38-2302 (l)).  
Instead of a fine or placement in a juvenile detention facility, a child may be 
placed in a house arrest program if such a program is available to the city (K.S.A. 
8-2117(c)). 

 
3.07 NON-TRAFFIC OFFENSES 
 
 The same general rules which apply to traffic offenses likewise govern the broad 

area of non-traffic offenses.  Where the state law has completely covered the 
area of offense, the state is deemed to have completely occupied or preempted 
the right to regulate the subject.  An area of exclusive state jurisdiction is the 
criminal area where total state control and regulation exists over crimes 
designated as felonies.  Cities have the right to govern lesser offenses 
(ordinance violations); however, a city may not, under state law, make the 
violation of its ordinances a felony.  A felony is an offense punishable by 
imprisonment in a state penal institution. 

 
 Some areas of government regulation are not completely occupied by the state.  

An example of one such area is the sale and regulation of alcoholic beverages.  
The state has regulated the manner of dispensing and the prices; however, local 
ordinances may still govern such things as hours of operation and local control of 
entertainment. 

 
 The total absence of state laws in an area, however, allows the city to enact any 

ordinance which is deemed necessary under local conditions. 
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PROCEDURES FOR CLASS “A” & “B” MISDEMEANORS AND ASSAULTS 

 
The following procedures are a recommendation for cases classified as “A” and “B” 
misdemeanors and assaults and require fingerprint sheets be forwarded to the K.B.I. 

 

CASE FILED WITH MUNICIPAL COURT 
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CHAPTER 4.  SUMMONING THE ACCUSED PERSON 
 
4.01 GENERALLY 

 
 Summoning the accused person constitutes the first phase of the judicial 

process.  An action or case in municipal court is commenced by a specific 
complaint alleging the violation of a city ordinance.  A complaint can be made 
either by a law enforcement officer or by a private citizen.  The action is brought 
by and in the name of the municipality regardless of who makes the complaint. 

 
 The accused person must be notified of the charge(s) against him or her and 

given a chance to appear before any proceedings can be held.  The judge may 
require the appearance of an accused person.  However, the judge may permit 
the appearance, plea, and satisfaction of the judgment and sentence of the court 
to be performed by counsel or by mail (K.S.A. 12-4402). 

 
 The complaint, notice to appear forms, and citations are the primary tools of the 

summoning process.  The city prosecutor should develop and draft these forms 
following the state statutory requirements.  The clerk of the court may be in the 
best position to work with the city prosecutor or other person in the actual design 
of the forms so that the size and makeup fits the court’s record system. 

 

4.02 COMMENCING THE ACTION 

 

 The applicable provisions for commencing an action are found in K.S.A. 12-4201 
through 12-4213.  Requirements for electronic tickets are found in K.S.A. 8-2119 
and 12-4215.  The statute provides that the prosecution for all ordinance 
violations begins with the filing of a complaint in the municipal court.  This can be 
accomplished in several ways, the most common are: 

 
1. By the issuance of a citation or ticket.  This contains both the complaint 

and notice to appear (NTA) in one document. 
 

2. By the issuance of a NTA by the prosecutor following the filing of a 
complaint in the municipal court. 
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4.03 THE COMPLAINT AND NOTICE TO APPEAR 

 
 
 
 
 A complaint and notice to appear is the standard method by which an action is 

usually instituted in municipal courts.  Sample forms are set out in K.S.A. 12-
4202 and 12-4204 (also see Chapter 18).  In most instances the person making 
the accusation is the police officer, and the accusation is in the form of a traffic 
ticket (Complaint and Notice to Appear).  The complaint informs the accused 
person of the charge; the notice to appear informs the accused person when and 
where to appear.  The contents of the complaint and notice to appear will vary 
depending on the general nature of the violation, traffic or non-traffic.   

 
 A complaint is defective if it merely cites the number of the ordinance alleged to 

have been violated.  The complaint must contain a description of the violation of 
the ordinance.  For example, if a person is charged with violating a DUI 
ordinance, the complaint should contain the ordinance number, such as 6-30, 
and a description that would adequately describe the DUI offense. 

 
4.04 TRAFFIC TICKET FORMAT 

 
 Traffic tickets often contain space for additional information which is not essential 

to the validity of the complaint.  However, a traffic ticket must contain the 
information required by K.S.A. 8-2106(b) and (f), which specifically includes the 
following. 

 
 a notice to appear in court,  
 the name and address of the accused person, (note:  DOB and DL 

number/state are not required by statute, but should also be included as 
they are needed when reporting to the state), 

 the type of vehicle the person was driving,  
 whether hazardous materials were being transported,  
 whether an accident occurred,  
 the state registration number of the person’s vehicle, if any,  
 a statement whether the vehicle is a commercial vehicle,  
 the offense or offenses charged,  

RESPONSIBILITY OF PROSECUTOR 
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 the time and place when and where the person shall appear in court, 
 the signature of the law enforcement officer, or printed name and badge 

number if an electronic ticket, and 
 notice that a failure to comply may result in a DL suspension, 
 a space where the law enforcement officer shall enter the appropriate fine 

 
 The time to appear on the notice to appear shall be at least five (5) days after the 

notice to appear is given.  The defendant can take care of the ticket before the 
five days if he/she wishes to and that is an option.  For example, the defendant 
may appear at an earlier court date. (K.S.A. 12-4204). 

 

4.05 ORDINANCE TRAFFIC INFRACTIONS 

 
 An ordinance traffic infraction is a violation of traffic law.  See Chapter 14 for 

more information on traffic infractions.  If a person is stopped and charged only 
with committing an ordinance traffic infraction, the person can only be given 
citation.  The person is not required to sign the citation, nor can he/she be 
arrested at that time.  If the person fails to appear or pay the fine by the date on 
the citation, the judge may then order a failure to appear letter (Chapter 14) or 
issue a warrant (Chapter 5). 

 

4.06 NON-TRAFFIC OFFENSE COMPLAINT 

 
 In a non-traffic offense complaint, standardization is less important than in traffic 

complaints; however, the form should be substantially similar to that provided in 
the Code of Procedure for Municipal Courts (K.S.A. 12-4202).  In a non-traffic 
offense complaint, the complainant may be a private citizen.  The complaint must 
be signed in front of a person authorized to administer oaths.  Many private 
complainants may want to see the charges dismissed at or before the time of 
arraignment; this is particularly true of domestic violence cases.  The clerk 
cannot dismiss any violation without prior judicial authority, so the complainant 
should be referred to the prosecutor. 
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4.07 SERVICE OF PROCESS 

 
A. Notice To Appear 
 
 K.S.A. 12-4207 details how the NTA must be served.  Any law 

enforcement officer in the state may serve an NTA on an accused person 
by delivering a copy to him or her in the following ways: 

  
 Personally 
 Leaving it at the accused’s house 
 Mailing it to the accused last known address.  If mailed, it must be 

mailed by law enforcement officer or clerk of the court and include a 
verification of mailing. 

 
B. Warrants 
 
 The code of procedure discourages the use of warrants to summon an 

accused person before the court.  The citation is the recommended 
manner of summoning the accused to court.  However there may be rare 
circumstances in which it’s necessary for the judge to issue an arrest 
warrant. 

 
Arrest warrant – This is detailed in Chapter 5, Bonds & Warrants 
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TRAFFIC/NON-TRAFFIC FLOW CHART 
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CHAPTER 5.  BONDS AND WARRANTS 
 

5.01 WARRANT TYPES 
There are various types of warrants.  The most common are: 

 
A. Bench Warrants 
 

 This is the standard warrant used by municipal courts.  It is typically the result 
of a person’s failure to appear in court after having been served a notice to 
appear.  They are called bench warrants because they are technically issued 
by the judge from the bench; because this occurs in open court, they are a 
matter of open public record.  This is the most common warrant issued by 
municipal courts and will be the focus of this chapter. 

 
This is the only way a person can be arrested for an Ordinance Traffic 
Infraction.  They must have received a notice to appear and has failed to 
appear for the ticket.  For example, someone is not arrested for speeding, but 
later arrested for failing to appear on the speeding ticket.  See K.S.A. 12- 
4209 and 12. 

 
B. Arrest Warrants 
 

This type of warrant is rare in municipal courts, although a few courts use it 
more commonly.  The basic concept is that after a person is charged with a 
crime and a complaint is signed, an arrest warrant is activated in order to 
bring the accused person to court for prosecution.  It is routine for felony 
cases like murder where the accused is likely to flee if alerted by a mailed 
summons.  When used, an arrest warrant becomes part of the process of 
initiating the prosecution and important for determining whether the right to a 
speedy trial has been adequately speedy.  (K.S.A 12-42030 and 4209) 

 
Even if you never see an “arrest warrant” as a municipal court clerk, it is worth 
grasping the difference between it and the bench warrant. 

 
C. Detainer Warrants 
 

This is an order for one jurisdiction to hold an inmate for transport to another 
jurisdiction.  The Department of Corrections requires a detainer as the official 
document authorizing them to continue holding an inmate after their term is 
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complete while waiting for a transport officer to arrive.  This is an important 
tool for city courts in order to make sure that defendants aren’t released when 
they have pending matters to resolve.  

 
D. Search Warrants 
 

This type of warrant allows an officer to search a person or private property, 
typically in order to investigate evidence about a crime.  Municipal judges 
cannot issue search warrants, but they may hear a motion to suppress a 
search.  K.S.A. 12-4104(b). 

 
5.02 PROBABLE CAUSE FOR WARRANT 
 

Judges sometimes require an Affidavit of Probable Cause as supporting 
documentation before signing a bench warrant.  This affidavit typically 
focuses on verifying that the defendant was properly notified of their duty to 
appear and requires the clerk to detail the notice that was given.  

 
5.03 WARRANT PROCEDURE 

 
It is critical that warrants are handled properly.  Failing to clear a warrant, for 
example, can result in a person getting wrongly arrested and a law suit filed 
against the city.  It is wise to establish a Standard Operating Procedure with 
checks and balances to ensure that incidental oversights do not result in a 
person’s arrest.  A sample checklist of warrant procedure is provided in 
Chapter 18. 

 
Once a warrant is activated, many courts enter the warrant in the state “hot 
file” database, which is part of the Kansas Criminal Justice Information 
System, (KCJIS).  This is the centralized database that officers routinely 
check on traffic stops or at other times when they have contact with people.  

 
5.04 MISCELLANEOUS WARRANT INFORMATION 
 

Liabilities:  See Chapter 2 
 

Open Record Considerations:  Unexecuted search or arrest warrants are 
closed records. See Chapter 2.  
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BENCH WARRANT FLOW CHART 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 

 

Fails to Pay Citation  
 

Fails to Appear in Court 

 
 
 

Bench Warrant Ordered and Bond 
Set by Judge 

 
 
 

Bench Warrant Issued by Court 
(The Clerks prepare the warrant)

 
 
 
 

Bench Warrant Given to 
Police Department or 

Warrant Officer for Service 

 
 
 
 

When served, court process 
begins again with appearance 

in court 



  5-4 

5.05 RIGHT TO BOND 
 

Under the American system of justice, an accused person is presumed 
innocent until proven guilty.  Therefore bond is not a punishment; the purpose 
of bond is to ensure the appearance of the accused in court.  To ensure 
appearance, money or collateral is posted.  Bonds are used to ensure 
appearance 1) after arrest on a bench warrant, 2) after arrest on an arrest 
warrant, or 3) after arrest based on probable cause that a crime was 
committed.  An example of the later is a driver is arrested on-the-spot for 
driving under the influence, then allowed to bond to appear for a judge at a 
later date.  K.S.A. 12-4213 details the right to bond.  The 8th Amendment in 
the U.S. Constitution speaks to excessive bail. 
 
Any person who does not post bond shall be placed in the city or county jail 
until the person posts bond.  Kansas law requires the accused to be seen by 
a judge within 48 hours.  This is to protect the accused from being held in jail 
indefinitely.  When the accused speaks with the judge, they are arraigned on 
the charges, bond may be modified, and an attorney may be appointed.  If 48 
hours have passed and the accused has not seen a judge nor posted bond, 
they are to be released.  Some judges may have a policy to release the 
defendant sooner than 48 hours. 
 
This 48-hour rule does not apply to those arrested on a bench warrant.  There 
is a set bond amount on the bench warrant; the defendant either posts it or 
remains in jail until the judge sees them, which could be several days 
depending on how often court is held. 
 
Upon arrest, an accused is entitled to the option of posting bond for his or her 
appearance in court unless the law enforcement officer has probable cause to 
believe that 1) the accused person may cause injury to oneself or others, or 
damage to property, and 2) there is no responsible person or institution to 
which the person may be released.  In this situation the person may be kept 
in protective custody for a period not to exceed six hours.  As soon as the 
danger or six hours has passed, whichever is earlier, the accused has the 
right to post bond.  Some cities may have ordinances that would provide 
exemption to this rule. 
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5.06 SETTING OF THE BOND 
 
The municipal judge has the sole responsibility of the setting the amount of 
the bond.  The judge should establish a list of offenses and the bond amount 
for use by the clerk of the court and the law enforcement personnel in the 
judge's absence.  Many time the accused person is arrested after court hours.   
 
The nature of the offense is one of the major considerations.  The judge may 
designate certain offenses for which an accused may be released on 
personal recognizance.  If the offense is one for which a set bond is specified, 
the law enforcement officer can release the person on that bond, subject to a 
later modification by the court.   
 
If the accused person is arrested on a warrant, the warrant will specify the 
amount of the bond.   
 
Per K.S.A. 12-4212 the court may not impose a bond for ordinance traffic 
infractions unless the accused person fails to appear.  In cases of failure to 
appear the bond set will be in conjunction with the issuance of a bench 
warrant.  For example, someone is not arrested for speeding, but for failing to 
appear on the speeding ticket. 

 
5.07 METHODS OF SECURING APPEARANCE BONDS 
 

The accused person usually has options of how to secure the bond.  When 
the bond is posted, the defendant is released from custody and is given a 
time to appear in court.  The options for securing/posting a bond are detailed 
in K.S.A. 12-4301-6. 

 
 Cash – The accused can post monies to satisfy the bond.  The money is 

forwarded to the clerk in the municipal court that issued the warrant.  This 
money may be applied to fines or fees assessed on the case.  If the 
accused fails to appear, the money will be forfeited. 

 
 Surety – A professional surety company, commonly referred to as a 

bonding company or bondman, can guarantee the appearance of the 
accused.  The accused pays the company a percentage of the bond 
amount, the money is retained by the surety company, it is not applied to 
fines or fees assessed on the case.  If the accused fails to appear, the 
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surety company is responsible for bringing them to court or paying the 
forfeiture within 60 days, per K.S.A. 22-2807. 

 
 Driver's license – Bond may be posted by depositing a valid Kansas 

driver's license.  Upon posting a DL, the accused is given a receipt that 
serves as their temporary driver's license.  However it is only valid for 30 
days from the bond hearing date.  The receipt has a place to note the 
bond hearing date and a continuance.  If the continuance will be longer 
than 30 days from the bond hearing date, the driver's license should be 
returned to the accused and another type of bond posted.  This option 
applies to traffic violations only. 

 
 Private bondman – With the approval of the judge, a responsible individual 

residing in the state of Kansas can guarantee the appearance of the 
accused. 

 
 Personal Recognizance or Own Recognizance – The judge or law 

enforcement officer may allow the accused to sign a form promising he or 
she will appear.  The accused's promise contains a monetary penalty if 
broken.  Most courts take the position that an accused person is entitled to 
be released on personal recognizance “where relevant factors make it 
reasonably certain the accused will comply with the orders of the court.” 
See K.S.A. 12-4302 for details. 

 
5.08 FAILURE TO APPEAR 
 

In the event the accused person fails to appear at the time designated or 
breaches any of the conditions in the bond, the judge can declare the bond 
forfeited and issue a bench warrant for the person’s arrest.  The type of bond 
posted determines how the forfeiture is processed, see K.S.A. 12-4303 for 
details. 

 
 Cash – The money is forfeited to the city’s account 
 Bondsman/Surety – The court sends a letter to the surety company 

advising them of the defendant’s failure to appear.  The surety has 60 
days to surrender the defendant or to pay the forfeiture.  If the forfeiture is 
paid, the money is forfeited to the city’s account. K.S.A. 22-2807. 

 Driver’s license – The license is forwarded to KS Driver Solutions with a 
letter explaining the forfeiture.  Driver Solutions will suspend the person’s 
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license until the court action is completed or for six months, whichever 
comes first. 

 
5.09 BONDS – HOW KEPT, HOW RECORDED, AND DISPOSITION ON APPEAL 
 

Like all monies receipted, bond money should be documented and secured.  
Surety bonds, cash bond receipts, and PR/OR bonds should be documented 
and saved with the court file.  Driver’s licenses should be stored in a secure 
location to ensure they can be quickly located and returned. 
 
When an appeal is taken, if the judge believes that the bond is sufficient to 
cover the appeal (see 11.02), the bond, together with any security, should be 
immediately sent by the clerk to the district court having jurisdiction of the 
appeal. 

 
5.10 RELEASE OF THE BONDS 
 

A surety may be released from bond when the conditions of the bond have 
been satisfied, when there has been a deposit of cash in the amount of the 
bond; or when the surety presents the accused to the court prior to bond 
forfeiture. 
 
Satisfying the conditions of the bond means that either 1) the case has moved 
from non-adjudicated to adjudicated or 2) an adjudicated case has been paid 
in full or the matter otherwise resolved, such as MTR. 
 
A cash bond must be returned to the person who posted it unless such they 
authorize other disposition in writing.  Cash bonds not claimed within one 
year must be sent to the Kansas Unclaimed Property Fund in care of the 
Kansas State Treasurer, per K.S.A. 58-3935. 
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CHAPTER 6.  PROCEDURES BEFORE TRIAL 
 
6.01 OPENING COURT 
 

While the form of the opening announcement may vary among courts, it should 
contain the following elements: 

 
1. A command that all present give attention; 
2. The exact name of the court and the municipality; 
3. A proclamation that the court is in session; and 
4. The name of the presiding judge. 

 
 A sample announcement may be in the following form: 
 
 “Please rise.  The municipal court of  (name of city or town)  is now is session.  

The Honorable  (judge’s name)  presiding.” 
 
 
 
 
 
 

Some courts make available pamphlets to the persons appearing in court  
containing information on court procedures and rights in court (see Chapter 18). 
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6.02 CONTROLLING THE DOCKET 
 
The municipal judge should notify the court clerk in advance of the order of 
procedure which the judge wishes to use in handling cases.  The choice of 
procedure is discretionary with the judge.  The following are three methods which 
can be used: 
 
A. Separation Of Cases 
 
 Whenever possible, separate the traffic cases from the general offenses.  

This may be done by having certain sessions devoted solely to traffic 
cases and others devoted to non-traffic problems.  For example, if the 
court meets once a week, the judge may wish to schedule traffic cases in 
the morning and general offenses in the afternoon.  Some judges hear 
both types of cases during a single setting, but dispose of all traffic cases 
before hearing any non-traffic case.  The main purpose of having a 
hearing on the traffic case is to impress the violator with the seriousness 
of the offense and the importance of obeying the traffic laws.  If all cases 
concerning traffic are heard at one time, the violator is exposed to a 
number of different cases and is more likely to derive some corrective 
benefit from the experience than if the violator listens to numerous non-
traffic offenses while waiting for his or her name to be called. 

 
B. Trial Scheduling 
 

If large numbers of people appear before the municipal court, certain 
times can be set aside each week for hearing pleas, with different times 
reserved for hearing the testimony and evidence of those who plead “not 
guilty.”  In most courts, the practice is to delay hearings on “not guilty” 
pleas until a later date and to dispose of all “guilty” pleas immediately.  
This procedure allows for a more orderly program and more efficient use 
of court time.  It also allows time for the parties to prepare for trials.  In the 
usual municipal court situation, there are a number of persons waiting to 
be heard.  Many of them know in advance how they are going to plead.  
Some courts will ask how many of those present desire to plead “not 
guilty.”  The clerk or bailiff can then process all of those who wish to 
contest the charge and set trial dates for their cases to be heard.  There 
are two advantages to this method. 
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1. By determining who desires to plead “not guilty” before doing 
anything else, the size of the audience can be thinned greatly.  
There is usually not enough time in one day to give all the “not 
guilty” pleas an immediate trial on the merits.  The others in the 
courtroom who wish to plead “guilty” may have to wait all day to be 
heard if all “not guilty” pleas are tried.  If the “not guilty” pleas are 
handled first and scheduled for trial dates, the judge can spend the 
rest of the time with the “guilty” pleas. 

 
2. Complainant police officers will not have to spend long periods of 

time sitting in court on the chance the accused person may wish to 
contest the charge.  If the accused enters a “not guilty” plea, the 
police officer will be informed and can appear at the time set for 
trial. 

 
C. Docket Call 
 

A third procedure in use is to call all persons in the order that their names 
appear on the docket.  Those who plead “not guilty” can be scheduled for 
trial at a later time.  Those who plead “guilty” or “no contest” can be 
processed immediately.  This may be the preferred method.  It does not 
give people an incentive to enter a particular plea just so they can leave 
the courtroom more quickly. 

 
6.03 ARRAIGNMENT 
 

Arraignment is held in each separate case.  It usually consists of reading the 
charge to the accused and calling upon the accused to enter a plea of “guilty,” 
“not guilty,” or “no contest” to the charge filed against the accused.  The purpose 
of the arraignment is to establish the identity of the accused, inform the accused 
of the nature of the charge that has been filed against him or her, and allow the 
accused the chance to decide whether to plead “guilty,” “not guilty,” or “no 
contest.” 
 
The municipal judge may allow persons to enter pleas of “not guilty” by 
telephone, mail, or appearance of counsel (K.S.A. 12-4404).  If requested, the 
judge may even allow appearance, pleas, satisfaction of the judgment, and 
sentence by counsel or mail (K.S.A. 12-4402).  In addition, K.S.A. 12-4305 sets 
out special procedures for compliance with ordinance traffic infractions and other 
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ordinance violations contained in a schedule of fines.  This subject is discussed 
in Chapter 14. 
 
The clerk or the judge calls the first case on the docket.  The bailiff or judge asks 
the accused person to come forward to a spot in front of the bench.  The judge 
confirms the name of the person before the court and either reads the complaint 
or the substance of the complaint to the accused.  The municipal judge then asks 
the accused person if the accused understands the charge against him or her.  If 
the accused does not, the judge should explain the charge to the accused.  Then 
the judge asks if the accused is ready to plead to this charge.  If, when called 
upon to enter a plea, the accused person refuses to plead or stands mute, the 
judge must enter a plea of “not guilty” and set the cause for trial. 
 
K.S.A. 12-4517 requires that the municipal judge ensures that all persons 
convicted of violating municipal ordinance provisions that prohibit conduct 
comparable to a class A or B misdemeanor or certain class C violations (see 
Misdemeanor List in Chapter 18) are fingerprinted and processed.  However, the 
court is required to report municipal code DUI arrests through fingerprint 
submission to the KBI at time of arrest or time of arraignment. 

 
6.04 DISPOSITION OF CASES 

 
A. The Plea Of “Not Guilty” 
 
 The only way to dispose of a plea of “not guilty” is by a trial.  As discussed 

earlier, it is an easier and usually a better procedure at arraignment to set 
the trial for a future date.  Usually it is necessary to continue the date of 
trial in order to obtain witnesses and to process the pleas of “guilty” and 
other arraignments.  All trial cases should be set for trial as soon as 
possible after arraignment, and all unnecessary delays should be avoided. 

 
 If the accused is in custody at the arraignment session of court and pleads 

“not guilty,” the accused may be tried at the next available court date, 
unless the accused requests a continuance or posts bond.  Whenever 
possible, the accused should be released on personal recognizance until 
the trial date.  If the court is of the opinion the accused will not appear 
voluntarily, reasonable bond should be set to assure the accused’s 
appearance. 
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B. The Plea Of “No Contest” 
 
 When the accused person enters a plea of “no contest,” the accused is 

saying that he or she will not contest the charge against him or her.  The 
plea has the same legal effect as pleading “guilty” so far as it regards 
proceedings on the charge before the court.  The accused person who 
does not wish a trial, but who is afraid of the possibility of civil litigation 
arising out of the same set of facts upon which the accused is charged, 
does not want to make an admission of guilt which could be used against 
the accused in a subsequent civil case. 

 
 If this plea is used in the criminal case and a civil case is filed, it cannot be 

said the accused admitted to any wrongdoing even though the accused 
was found to be “guilty.”  Before this plea was widely used, the accused 
would plead “not guilty” and say he or she wished to present no evidence, 
whereupon the court would find the accused “guilty” on the report of the 
officer, if it was sufficient.  If the accused person does plead “no contest,” 
the municipal judge should refrain from asking questions concerning the 
substance of the complaint that would require the accused to make any 
admissions. 

 
C. The Plea Of “Guilty” 
 
 If the accused pleads “guilty” or “no contest,” the judge should dispose of 

the case at once.  There are several ways in which the court may dispose 
of the case. 

 
1. If the charge is such that the judge needs no further information 

(such as an ordinance traffic infraction or other violation contained 
in a fine schedule), the judge should impose the penalty without 
further proceedings. 

 
2. The judge may request the city prosecutor to read the written report 

of the arresting officer to advise the judge of the facts surrounding 
the charge. 

 
3. If the city prosecutor is not present, the judge may ask the arresting 

officer to state the facts upon which the officer made the arrest. 
 



 6-6  

In all cases, the accused person should be given the opportunity to state 
any facts surrounding the charge which may help to reduce the penalty.  
The court should not allow this statement to become an oration against 
the law and the law enforcement personnel.  If the judge believes the 
accused person has a valid and plausible defense to the charge, the judge 
should so advise the accused person and offer the accused the option of 
changing his or her plea, or the judge may refuse to accept the “guilty” 
plea if the judge feels it lacks a factual basis. 

 
D. Standing Mute 
 
 If the accused person refuses to plead or stands mute, the judge must 

then enter a “not guilty” plea on the defendant’s behalf and set the case 
for trial. 

 
E. Fine Schedules 
 
 Many offenses may be disposed of in accordance with fine schedules 

established by the municipal judge.  K.S.A. 12-4305 requires the judge to 
establish a fine schedule for all ordinance traffic infractions.  In addition, 
the judge may establish a fine schedule for other minor offenses.  Fine 
schedules enable the court to expeditiously handle non-contested minor 
ordinance violations without personal action on the part of the judge.  This 
subject is discussed in more detail in Chapter 14. 

 
 K.S.A. 12-4305 states “The schedule of fines and persons authorized to 

accept such pleas shall be conspicuously displayed in the office where 
such voluntary appearance, plea of guilty and payment of fine occurs.” 
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CHAPTER 7.  DIVERSION 
 
 
 

 
7.01 THE CONCEPT 
 

Once a municipal court case proceeds to trial, the judge has only two options.  
The defendant must be found guilty or not guilty.  That determination, of course, 
must be based solely on the evidence presented.  A prosecutor, however, may 
weigh the equities and choose to amend the complaint or dismiss entirely.  Many 
prosecutors realize cases are not all cut and dried, that often some middle 
ground is needed between the extremes of dismissal and conviction.  It is this 
need for a middle ground that gave rise to the concept of diversion. 

 
Diversion involves the “referral of a defendant in a criminal case to a supervised 
performance program prior to adjudication” (K.S.A. 22-2906).  Generally, this 
means that the prosecutor enters into an agreement with the defendant whereby 
the defendant agrees to do certain things (such as completing alcohol treatment) 
and the prosecutor agrees to dismiss the charge or charges if the defendant 
performs as agreed.  Ideally, this allows the defendant to get the help needed for 
rehabilitation without the stigma of a conviction. 

 
Since the diversion is a contract between the defendant and the prosecution, the 
judge should not be involved in determining whether a defendant is “placed on 
diversion” or the terms of the diversion.  However, like other contracts, there may 
be disputes about whether there has been performance of all of the terms.  In 
that case, the court may be called upon to decide whether the criminal 
proceedings should resume or the complaint should be dismissed. 

 
The statutes dealing with municipal court diversion are K.S.A. 12-4412 through 
12-4418 and K.S.A. 8-1009(b).   

 
 
 
 
 
 
 

PROSECUTOR’S RESPONSIBILITY 

Diversions may be available for any offense at the discretion of the 
prosecutor.  
 Examples include: 

Battery, disorderly, traffic, trespassing, theft, and criminal 
damage to property. 
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7.02 GENERAL CONSIDERATIONS 
 

Although K.S.A. 12-4415 relates to Alcohol Related Offenses (DUI) it sets forth 
the factors which should be considered by the prosecutor in all cases in 
determining whether or not to enter into a diversion agreement. 

 
A. Nature of the crime charged and circumstances surrounding it; 
B. Any special characteristics or circumstances of the defendant; 
C. Whether the defendant is a first-time offender of an alcohol related offense 

and if the defendant has previously participated in a diversion program, 
according to the certificated driving record of the state department of 
revenue and the results of Criminal History Check; 

D. Whether there is a probability the defendant will cooperate with and 
benefit from diversion; 

E. Whether the available diversion program fits the defendant’s needs; 
F. The impact of diversion on the community; 
G. The recommendations, if any, of the police; 
H. The recommendations, if any, of the victim; 
I. Provisions which have been made for restitution to the victim, if any; and 
J. Any mitigating circumstances. 

 
A person holding a CDL is prohibited from getting a traffic diversion, K.S.A. 8-
2,150. 

 
7.03 DUI DIVERSION – LIMITATIONS 
 

A city prosecutor may not enter into a diversion agreement with a person 
charged with driving under the influence of alcohol or drugs, if: 

 
A. The defendant has previously participated in a diversion for DUI 

B. The defendant has a prior “alcohol related offense”   

C. The defendant has previously been convicted of a DUI 
 

D. The DUI offense involved a traffic accident resulting in personal injury or 
death. 

 
 (See K.S.A. 12-4415) 
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7.04 DUI DIVERSION PROCEDURE 
 

Prosecutors are required to adopt written policies and guidelines for the 
implementation of diversion programs.  Such policies and guidelines must provide 
for a diversion conference and other procedures in those cases where the 
prosecutor elects to offer diversion.  Each defendant must be given written notice 
of the diversion program and the policies and guidelines adopted by the 
prosecutor. 

 
If the prosecutor decides to enter into a diversion agreement with the defendant, 
the agreement is prepared and signed.  The prosecutor requests an order staying 
future proceedings and the court must enter such an order. 

 
7.05 PROVISIONS OF DIVERSION AGREEMENTS 
 

A. Requirements for all Diversions 
 

The following provisions must be contained in diversion agreements for all 
offenses: 
 
1. A statement that if the defendant fulfills the obligation of the 

program described in the agreement, as determined by the city 
prosecutor, the charges shall be dismissed with prejudice.  The 
term “with prejudice” means the charges cannot then be refiled. 

 
2. A waiver of the constitutional rights to “counsel, a speedy 

arraignment, preliminary examinations and hearings, a speedy trial, 
and the right to trial by jury.” 

 
3. Personal information about the defendant as follows: 
 

a. Full name; 
b. Full name at time complaint was filed, if different from 

current name; 
c. Sex, race, and date of birth; 
d. Offenses charged; 
e. Date complaint was filed; and 
f. Municipal court with which agreement is filed. 

(See K.S.A.  12-4416(a)) 
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 B. Requirements for DUI Diversions 
 

Together with the provisions above, the following provisions must be 
contained in DUI diversion agreements: 

 
1. A stipulation of the facts upon which the charge is based. 
 
2. A provision that if the defendant fails to fulfill the terms of the 

specific diversion agreement and the criminal proceedings are 
resumed, the proceedings, including any proceedings on appeal, 
shall be conducted on the record of the stipulation of facts. 

 
3. That the defendant pay a fine of between $750 and $1,000 or 

perform community service in lieu of fine as provided by K.S.A. 8-
1567. 

 
4. That the defendant participate in an alcohol and drug evaluation 

conducted by a licensed provider pursuant to K.S.A. 8-1008 and 
amendments thereto, and follow any recommendations. 
  

5. That the defendant will pay the KBI lab fee pursuant to K.S.A. 28-
176. 

 
  (See K.S.A. 12-4416(b)) 
 

C. Alcohol and Drug Evaluation 
 

If the defendant is under 21 years of age, an alcohol and drug evaluation 
is required for diversion agreements of most drug/alcohol related offenses.  
The full list of these offenses can be found in K.S.A. 12-4419(a). 

 
Alcohol and drug evaluations are optional for MIP diversions if the 
defendant is between 18-21 years of age.  K.S.A. 12-4419(b) 

 
These alcohol and drug evaluations must be performed by an evaluator 
certified by the State of Kansas.  The list of certified evaluators is posted 
online, as required by statute.  The diversion agreement must require the 
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defendant to pay the evaluation fee, not to exceed $150.  However, the 
fee may be waived for indigent defendants.  K.S.A. 8-1008. 

 
D. Filing 
 

If the defendant and prosecutor execute a diversion agreement, it shall be 
filed with the municipal court and all further proceedings shall be stayed.  
If the defendant declines to accept diversion, the court shall resume the 
proceedings on the complaint. 

 
  (See K.S.A. 12-4416(d)) 
 
7.06 RIGHT TO COUNSEL 
 

Prior to entering into a diversion agreement, individuals charged with DUI must 
either be represented by counsel or sign a written waiver of such representation.  
If the defendant is indigent and does not waive representation, counsel must be 
appointed.  Where the defendant is without assistance of counsel and has not 
waived the right of assistance of counsel, the State (or City) cannot have the 
benefit of an uncounseled diversion agreement to enhance the sentence for a 
subsequent DUI conviction.  State v. Priest, 239 Kan. 681 (1986).  See Chapter 
18 for a sample of the form for Court Appointed Attorney. 

 
7.07 REPORTING TO DIVISION OF VEHICLES 
 
 
 

A. The copy of the agreement shall be made available, upon request, to any 
county, district or city attorney, or court (see K.S.A. 12-4416). 
 

B. The prosecutor is required to forward to the Division of Vehicles of the 
State Department of Revenue a record of the fact that a defendant did or 
did not fulfill the terms of the diversion agreement (see K.S.A. 12-4418). 

  
Note:  Although K.S.A. 12-4416 and 12-4418 do not indicate for certain, the 
reporting is probably only required for diversions involving DUI.  Logically there 
would be no reason for the Division of Vehicles to be notified of other diversions. 

 
 

USUALLY DELEGATED TO COURT CLERK 
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7.08 REVOCATION OF DIVERSION 
 

If a defendant fails to comply with the terms of diversion, the prosecutor may 
move for revocation of diversion.  The matter should be set for hearing.  If the 
court finds that the terms of the diversion agreement have not been complied 
with, the diversion must be set aside and the criminal proceedings must be 
resumed as if there had been no diversion.  However, where there has been DUI 
diversion, the trial must be on the stipulations contained in the diversion 
agreement. 

 
7.09 DISMISSAL AFTER DIVERSION COMPLETE 
 

If the defendant complies with the terms of the diversion, the city must dismiss 
the case with prejudice, which means the complaint may not be refiled.  Consult 
Chapter 2 regarding the release of diversion information to the general public. 
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CHAPTER 8.  TRIAL 
 
8.01 GENERALLY 
 

As mentioned in the section on arraignment, cases should be set for trial as soon 
as possible after arraignment, but allowing each side ample time for preparation.  
Once the case is set for trial, the judge should not allow continuances requested 
at the time set for trial except in extreme circumstances.  A regular trial schedule 
should be established and once set, it should not be changed from case to case, 
unless unusual circumstances exist.  For courts that have multiple trials every 
week, it’s suggested to separate traffic and criminal trials. 
 
In Kansas, all trials in municipal court are before the trial judge alone, without a 
jury (K.S.A. 12-4502).  The judge may explain the law does not provide for jury 
trials in the municipal court, but if an appeal is filed, a jury trial may be held on 
certain charges in the district court (Chapter 11). 

 
8.02 OPENING COURT 
 

Formal opening of court is handled in the same manner as set out in Chapter 6 
on procedures before trial (Section 6.01). 

 
8.03 WITNESSES 
 

Any persons with personal knowledge of any material or relevant facts or who 
are possessed of any special or expert qualifications in regard to any issue 
involved, may be subpoenaed as witnesses, and unless declared incompetent to 
testify by some rule of law or evidence, must give evidence at trial. 

 
A. Subpoena & Subpoena Duces Tecum  

 
 Both the prosecuting municipality and the accused person are entitled to 

subpoena witnesses and/or property necessary to the presentation of their 
respective cases (K.S.A. 12-4411).  The subpoena is usually issued in 
blank by the court and served by local law enforcement officers.  A blank 
subpoena will generally contain the name of the court, the title and file 
number of the action, and the clerk’s or judge’s signature or a facsimile 
thereof.  The requesting party must fill in the rest of the subpoena or file a 
praecipe (a request to the court to issue a subpoena) with the court before 
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it is served.  A subpoena duces tecum is used to obtain property, not an 
individual’s appearance.  An example is a request for court records to 
show a conviction for DUI.  A sample subpoena and praecipe are included 
in Chapter 18.  (See Chapter 18 Index) 

 
B. Failure to Appear 
 
 If a person legally served with a subpoena fails to appear in court as 

required by the order, the court may issue an order requiring the witness 
be brought into court to show cause why the witness should not be 
punished for contempt. 

 
C. Expenses of Witnesses 
 
 The party calling the witness generally pays the expenses of the witness.  

The statutory sum is $2.50 a day and 10 cents a mile over 10 miles 
(K.S.A. 12-4411).  There are two exceptions to the general rule: 
 
1. If the accused person is found “not guilty,” the city must pay for the 

expenses of the witness, except that; 
 
2. Even if the accused is found “not guilty,” if the accused abused the 

use of subpoenas, e.g., called a large number of witnesses when a 
few would have been clearly sufficient, then the accused still pays 
for the accused’s own witnesses. 

 
D. Exclusion (Sequestration) Of Witnesses 

 
Sometimes the accused person or the city will not want one witness to 
hear the testimony of another witness.  Either the city, or the accused 
person, may ask to have the witnesses excused and brought in one at a 
time to testify.  This is asking the court to sequester the witnesses. 

 
 If either party has moved to exclude or sequester witnesses prior to 

beginning the trial, the court may direct all witnesses in the case before 
the court leave the courtroom until they are called to testify.  The judge 
should exclude witnesses who will testify to the contents of the same 
conversation, the circumstances regarding the same event, or the identity 
of the same person.  Excluded witnesses should be instructed to remain 
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available outside the courtroom and not to discuss their testimony with 
anyone.  (See also Chapter 9, Section 9.02 C Motion to Sequester 
Witnesses.) 

 
8.04 OATHS AND AFFIRMATIONS OF WITNESSES 
 

The witness is sworn to tell the truth.  The bailiff, clerk, deputy clerk, or the judge 
may be the person administering the oaths, depending upon the size of the court.  
The typical oath usually given is: 

 
“Do you solemnly swear the testimony you are about to give in the 
case now on trial before this court shall be the truth, the whole 
truth, and nothing but the truth, so help you God?” 

 
For religious reasons, an individual may desire to affirm.  The form of affirmation 
is as follows: 

 
“Do you solemnly, sincerely, and truly declare and affirm that the 
testimony you are about to give in the case now on trial before this 
court shall be the truth, the whole truth, and nothing but the truth, 
and this you do under the pain and penalties of perjury?” 
 

8.05 MOTION FOR JUDGMENT OF ACQUITTAL 
 
 After the city has finished presenting its evidence, the accused person may, and 

often does, move for a judgment of acquittal.  This motion asks the judge to 
make a determination as to whether the prosecution has shown enough facts to 
find the accused guilty.  If the judge concludes from the facts presented that 
there is insufficient evidence to convict the accused person, the judge should 
order a judgment of acquittal and discharge the accused person.  If the judge 
denies the motion, the accused person may proceed with the presentation of 
evidence. 

 
8.06 JUDGMENT AND SENTENCE 
 
 Immediately after the closing arguments, the judge should make a ruling.  If 

difficult legal questions are involved, the judge may wish to request a brief or to 
re-examine the law and the decision may be postponed for a reasonable time, 
which should not exceed 30 days. 
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 If the accused person is found “not guilty,” the accused should be discharged and 

the judgment of acquittal entered immediately. 
 
 If the court finds that the accused is “guilty,” the court may call upon the accused 

to determine if he or she has any legal cause to present why the judgment should 
not be pronounced.  If none is presented, the judgment will be entered and a 
sentence for fine and/or commitment to jail may be imposed. 

 
8.07 RIGHT TO APPEAL 
 
 If the accused person is found “guilty,” the municipal judge should notify the 

accused of the right to appeal the case within fourteen (14) days to the district 
court.  If the accused is not represented, the judge should further explain the 
manner of filing an appeal.  The right to appeal is not limited to convictions at 
trial.  The details of appealing are set out in Chapter 11.  
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CHAPTER 9.  MOTIONS 
 
9.01 GENERALLY 
 

A motion is a request to the court for a ruling.  A motion should contain the 
grounds on which it is based and the relief sought.  A motion is appropriate in the 
following instances: 

 
a. To correct errors already made in the proceeding (i.e., to ask the 

court to disregard certain matters improperly raised during trial); 
 
 b. To call the attention of the court to any defect in the proceeding 

(i.e., where the testimony indicates the alleged violation occurred 
outside the city limits and the accused is entitled to dismissal for 
lack of jurisdiction); 

 
c. To request the court to take some action or order the performance 

of an act incidental to the main motion (i.e., where either side asks 
the court to direct a witness to answer a question, or where one 
party asks to have a witness excluded after the witness’ testimony 
for the rest of the trial). 

 
9.02 TYPES OF MOTIONS 
 

The preceding motions may be submitted in two fashions:  orally in court or in 
written form prior to court appearance.  The written form is usually submitted to 
the court clerk.  Required copies should then be given to the appropriate 
person(s).  The original copy should stay in the court file. 

 
A. Motion For Continuance 

  
 The Kansas Code of Procedure for Municipal Courts allows the judge to 

grant continuances for good cause.  Therefore, when a continuance is 
requested by the accused person, the accused person’s attorney, or the 
city prosecutor, the municipal judge has discretion to grant or refuse the 
motion.  Continuance motions are generally made early in any proceeding.  
The preliminary granting of a continuance is to provide the accused 
person without counsel, time to retain counsel, or to allow the accused 
time to prepare a defense.  If counsel is to be appointed for the accused 
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person, a continuance gives the accused and counsel time to meet and 
confer.  The motion for a continuance at this stage of the proceeding is 
usually granted. 

 
  In practice, the usual grounds for a continuance are: 
 

1. Absence of a material witness; 
2. Lack of counsel; 
3. Disability of a party or counsel; and 
4. Insufficient time to prepare for a defense. 

 
The court should determine whether either party would be materially 
prejudiced if the motion were granted or denied.  In a case in which 
several continuances have already been granted, the judge should 
carefully consider granting any additional continuances.  The motion is 
usually not granted once the trial has commenced. 

 
B. Motion For Severances  

 
 Occasionally an accused person will be charged with two or more 

offenses, or two or more persons may be charged with the same 
ordinance violation.  In either event, a motion to sever the cases or the 
charges may be appropriate.  In the case of severance of charges, the 
court may use its discretion and consider whether the accused person 
would be prejudiced by the trial of both charges at the same time.  Where 
two persons are accused of a violation of an ordinance arising out of the 
same set of circumstances, the judge must grant separate trials if one of 
the parties requests it (K.S.A. 12-4506).  However, even without a motion, 
the court may use its discretion and separate the trials of the two persons, 
if the judge feels justice would best be served by doing so. 

 
C. Motion To Sequester Witnesses  
 
 If there is a possibility of serious contradictory evidence to be presented 

by various witnesses, it may be appropriate to exclude the witnesses not 
testifying from the courtroom.  This is called sequestration.  The practice 
ensures each witness gives their own version of the truth, uncolored by 
other testimony the witness may have heard in the courtroom.  Either of 
the parties may move to have the witnesses sequestered, or the court 
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may initiate the action.  The motion to sequester should usually be 
granted, unless good grounds exist for its denial.  The motion to exclude 
witnesses from the courtroom must be made before the introduction of 
evidence, or it is waived.  (See also Chapter 8, Section 8.05 D.) 

 
D. Motion For Dismissal 

 
 This motion is one of the most frequent in municipal courts.  This motion 

should be made prior to the entry of a plea and must be based on some 
defect on the face of the complaint or record.  The motion should not raise 
matters which would merely form the basis for a defense at trial, but 
should rest on some specific error in initiating the proceeding. 

 
  The following are some of the grounds for dismissal: 
 

1. Lack of jurisdiction over the individual or subject matter; 
 
2. Failure of service of process; 

 
3. Delay in the action beyond a reasonable time; 
 
4. The case is res judicata (meaning the case had been 

decided before); and 
 

5. Discretionary dismissal by the city prosecutor. 
 

 The judge should not dismiss a complaint based upon mere irregularities 
or technical errors not of substance which can be remedied by 
amendment, i.e., minor typing error in spelling the name of the accused 
person, transposed numbers on the accused person’s vehicle license tag, 
etc.  A ruling of dismissal by the court prior to the introduction of evidence 
is a termination of that particular prosecution, and not a judgment on the 
merits.  This means that the prosecution can fill out a new complaint and 
proceed again.  The city prosecutor may make a motion to dismiss an 
action at any time, and the judge may or may not sustain the motion. 
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E. Motion For Judgment Of Acquittal  
 

 A motion for a judgment of acquittal differs from a motion to dismiss, since 
the dismissal motion is made prior to trial and the acquittal motion is made 
during the trial.  It is usually first made at the end of the prosecution’s case 
and sometimes made again at the end of the presentation of all the 
evidence. 

 
 A motion for judgment of acquittal is the proper method of testing the 

sufficiency of the prosecution’s evidence in support of its case.  It presents 
a pure question of law to the court.  The issue is whether the evidence is 
sufficient to support the charges.  By granting this motion, the court 
decides that the city has failed to prove its case to sustain a conviction. 

 
F. Motion To Set Aside Judgment  

 
 A motion to set aside the judgment can be made if there is a jurisdictional 

defect that was overlooked before, i.e., the offense happened outside the 
city limits or the complaint failed to allege the violation of a city ordinance, 
and therefore the court is without jurisdiction to do anything except dismiss 
the matter. 

 
 The motion, unless made by the court itself, must be made within ten (10) 

days of the judgment.  However, the accused person may ask for 
additional time to file such a motion.  If the ten (10) days pass without a 
notice or a request for additional time, the accused can no longer bring the 
motion (K.S.A. 12-4512). 

 
G. Motion To Revoke Diversion/Probation  
 

A motion to revoke is filed on behalf of the City by either the City 
Prosecutor/Attorney or Probation Officer.  The motion is filed when the 
defendant has failed to comply with the terms of his/her diversion 
agreement or the conditions of probation (ex. failure to enter or complete 
alcohol/drug treatment, DUI Victim Panel).  Once the motion is filed, a 
hearing is set.  The motion must be filed within the timeframe specified in 
the diversion or probation agreement.  The defendant has the right to 
counsel at the time of hearing or can waive counsel.  At the time of 
hearing, defendant may stipulate/admit or contest/deny the violation(s).  If 
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the defendant contests or denies the allegations, then it is up to the city to 
prove that the defendant has failed to comply.  If defendant is on diversion 
and admits or stipulates to the violation, the diversion may be revoked or 
extended.  If the diversion is revoked, the defendant will plead to the 
charge and be sentenced by the court accordingly.  If it is a probation 
violation and the defendant pleads to the violations, the judge can revoke 
the probation and sentence the defendant to jail.  The judge may also 
revoke and reinstate the probation, and/or impose other sanctions.  If a 
diversion or probation is revoked, it is necessary that the KADR be 
updated and the changes forward to the KBI. 

 
H. Motion To Suppress 
 
 A motion to suppress is filed by the defendant requesting that the judge 

exclude certain evidence from trial.  The motion is normally made in 
advance of any trial.  If the judge suppresses the evidence, then the 
prosecutor or the judge may have to dismiss the case.  It is not required 
that a case is dismissed if the defense wins its motion, as it is dependent 
upon on how important the evidence is to the prosecution’s case. 

 
I. Motion To Withdraw Plea 

 
 The general basis for filing a motion to withdraw plea is based upon K.S.A. 

22-3210 which allows the same to correct a manifest injustice.  It is upon 
the defendant to establish good cause to set aside the plea.  There is no 
time limit on the filing of the motion to correct the injustice.  An example 
would be a defendant who pleads to a driving charge without 
understanding the total ramifications of that plea then and the effects that 
plea will create at a later date.  
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CHAPTER 10.  SENTENCING AND PENALTIES 
 
10.01 GENERALLY 
 
 Sentencing is done after a plea of “guilty” or “no contest” or after a finding of 

“guilty” by the court.  Proper sentencing requires the application of penalization or 
corrective actions to the particular individual before the court.  While uniform 
penalties and community deterrent factors are considerations, the prime 
emphasis should be on finding the appropriate sentence for each individual 
ordinance violator within the limits set by statute or ordinance. 

 
10.02 PENALTY LIMITS 
 
 In all cases the court is limited by the minimum and maximum penalties which 

are possible under the municipal ordinances.  Before passing sentence, the 
judge should review the penalties for each given offense.  All ordinances 
prescribe maximum penalties.  Some ordinances prescribe minimum penalties.  
While the penalty limits cannot be exceeded in any circumstance, a combination 
of penalties is sometimes possible, such as a term of days in jail as well as a 
fine. 

 
 Some state statutes specifically prescribe minimum and maximum penalties for 

the violation of certain ordinances which prohibit the same acts as a state statute.  
For example, see the DUI statute (K.S.A. 8-1567(p)).  See also K.S.A. 41-727 
(purchase or consumption of alcoholic beverage by minor). 

 
10.03 PRIOR CONVICTION RECORDS 
 
 It is important that the judge have access to necessary background records for 

appropriate sentencing.  This is especially true in traffic cases other than 
ordinance traffic infractions in which a plea of guilty or no contest is made.  Past 
driving records can show two things: 

 
1. Indicate the violator’s attitude and willingness to comply with 

community traffic rules; and 
 

2. Indicate the minimum sentence the court can impose under the law; 
for example, in the case of driving under the influence, the second 
offense requires a different minimum penalty than a first offense. 
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 Except for ordinance traffic infractions which may be paid prior to 
arraignment, driving records should be obtained from the Kansas 
Department of Revenue, Division of Vehicles, for each person summoned 
to appear on a traffic charge.  This should be done prior to arraignment for 
use at that time for those who plead “guilty” or “no contest.”  The record 
should be retained until after trial of those persons who plead “not guilty.” 

 
 The court should maintain its own conviction records for use in sentencing 

repeat violators. 
 
10.04 ALCOHOL AND DRUG EVALUATION 
 

For all DUI convictions, prior to sentencing the court must order the person to 
participate in an alcohol and drug evaluation conducted by a provider in 
accordance with K.S.A. 8-1008.  The person shall be required to follow any 
recommendation made by the provider after such evaluation, unless otherwise 
ordered by the court. 
 
The municipal judge is also required to order persons under 21 to complete an 
alcohol and drug evaluation when convicted of certain alcohol/drug related 
offenses specified in K.S.A 12-4509.  The exception to this rule is for convictions 
of Minor in Possession (MIP) when the person is at least 18 years old – in this 
instance the evaluation is “permissive and not mandatory.”  Common offenses 
seen in municipal courts that are affected by this requirement include: 
 

1. Minor Consuming Alcohol in Prohibited Place (K.S.A. 65-4101) 
2. MIP Alcohol (K.S.A. 41-727) 
3. Transportation of Open Container (K.S.A. 8-1599) 

 
The Alcohol and Drug Evaluations used for sentencing are at times referred to as 
“community-based Alcohol and Drug Safety Action Programs” (ADSAP).  
Significant changes to the DUI laws made in 2011 changed this – K.S.A. 8-1008 
governs these evaluations and now refers to them as “Alcohol and Drug 
Evaluations” that must be performed by a “provider” who is properly licensed 
according to requirements of the secretary for aging and disability services. They 
are required to make the list of licensed providers publicly available on their 
official website. 

 
The judge must order the convicted person to pay a fee for the evaluation at the 
time of service, which shall not be less than $150.  However, if the judge finds 
that the person is indigent, the provider must agree to accept payment as 
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ordered by the court; the cost may be ordered as part of the judgment. K.S.A. 8-
1008(d) 

 
10.05 SENTENCING ALTERNATIVES 
 

A municipal judge is given a wide variety of alternate provisions for sentencing.   
The judge may choose any one or a combination (within the limits provided by 
the ordinance) to accomplish the purpose of sentencing.  Among the possible 
dispositions may be a fine, imprisonment, suspended sentence, parole, 
probation, traffic schools or other educational facilities, repayment of court 
appointed counsel, alcoholic treatment centers, etc. 

 
A. Fines 

 
The most common sentence in municipal court is a fine.  If the judge 
decides that a fine is the most appropriate form of sentence for the 
violator, the judge should attempt to set a reasonable fine which will serve 
the purpose of sentencing.  Some courts maintain a schedule whereby 
every person convicted of certain offenses receives the same fine.  Such a 
schedule is required in cases of ordinance traffic infractions. 
 
Pursuant to K.S.A. 12-4305(c) “the schedule of fines and persons 
authorized to accept such pleas shall be conspicuously displayed in the 
office where such voluntary appearance, plea of guilty, and payment of 
fine occurs.” 
 
When a fine is given, it should be in the form of a statement setting forth 
the amount of the fine and the manner of payment.  If the accused person 
is unable to pay the fine immediately, the court should attempt to 
accommodate the accused person’s financial condition and give the 
accused a written payment schedule.  The court should emphasize the 
date by which the fine must be paid in full. 
 
If the person disregards the order of the court and refuses to pay, as 
distinguished from being unable to pay, contempt proceedings may be in 
order and a jail sentence may be appropriate. 
 
Unless prohibited by the ordinance, the court may remit (not require the 
payment of) portions of the fine imposed.  In cases where mitigating 
circumstances are presented to the court subsequent to sentencing, or in 
those instances in which the judge feels a fine should always be imposed, 
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the judge may decide to remit all or a part of the fine, depending upon the 
circumstances of the case. 
 
Note:  The Setoff Program is a means provided by the State of Kansas 
that may be used by municipal courts as a method for collection of court 
costs, fines, and fees.  For more information regarding the Setoff Program, 
contact the Department of Administration, Division of Accounts and 
Reports.  (See Chapter 18 for contact information.) 
 

B. Imprisonment 
 

If the municipal judge feels the conduct of the accused warrants 
imprisonment, then a written order of the judgement is signed by the judge 
and made a part of the court files.  This is sufficient authority to carry out 
the sentence and confine the person to jail for the time specified, or until 
further ordered by the court. 
 
When the judge sentences a person to jail, the judge may wish to take into 
consideration other factors, such as the employment of the accused.  
Often a work-release program can be worked out which fulfills the 
sentence without imposing an undue hardship on the person.  The 
confined person is released during the day to work and returns to jail after 
work. 
 
As stated in Chapter 3, Section 3.06, a municipal judge may hear 
prosecutions of traffic offenses involving persons at least 14 years of age.  
The judge may impose any authorized fine and may suspend or restrict 
the offender’s license for up to one year.  If incarceration is authorized for 
the offense, the judge may order the offender placed in a juvenile 
detention facility for not more than ten (10) days.  If a juvenile detention 
facility is in the same building as an adult jail or lockup, the facility must 
meet all the requirements of K.S.A. 8-2117 and 38-2302. 

 
C. Suspended Sentences  
 

There are two types of suspended sentences with which the municipal 
judge should be familiar. 
 
The first type of suspended sentence is “suspension of imposition of 
sentence.”  The court can place certain conditions upon the behavior of 
the defendant and if the defendant adheres to those conditions, the court 
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will not impose any sentence.  This is very similar to probation, except if 
the defendant fails to adhere to the conditions set by the court, the court 
can set the case for sentencing and impose any sentence which could 
have been imposed when the case was originally heard.  If a defendant on 
probation fails to adhere to the terms of probation, the court revokes 
probation and orders the defendant to serve the sentence imposed at the 
original hearing. 
 
The second type of suspended sentence is “suspension or stay of 
execution of sentence.”  If the court determines that a fine and/or jail 
sentence should be imposed, the court may still refrain from collecting the 
fine or incarcerating the defendant.  This type of sentence is also similar in 
effect to probation, except that probation deals strictly with a jail sentence.  
The judge imposes a sentence, but orders the sentence need not be 
carried out at the present time. 
 
There are generally two reasons for staying or suspending execution of 
sentence: 

 
1. There is some compelling reason why sentence should not be 

carried out immediately; and 
 
2. The defendant files an appeal. 

 
An example of the first reason would be the defendant has agreed to 
complete driver education classes by a certain date and the court believes 
it is in the interest of justice to accept the defendant’s schooling in lieu of 
any further punishment.  If the defendant fails to accomplish the terms of 
suspended sentence, the court can order the original sentence be carried 
out. 

 
D. Probation 

 
If jail time is involved, the court can place the accused person on 
probation under court supervision.  The theory underlying probation 
practice in municipal court is that this is the time – at the outset – to help 
minor offenders to avoid becoming involved in more serious criminal 
activity.  Generally, either a part or all of the sentence is eliminated if the 
person complies with certain conditions imposed by the court.  One of the 
most common conditions is that the person must not violate any city or 
state laws. 
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The conditions of the probation should be written.  It is preferable to have 
the convicted person sign a copy of the conditions.  The original should be 
filed with the municipal court and a copy given to the convicted person.  
The convicted person usually is required to report to the court or an officer 
of the court, i.e., probation officer, once a week or once a month, as 
specified by the court in the conditions of probation.  If at any time a 
person violates a condition of the probation, the court may hold a hearing 
to determine if the probation should be revoked.  If the probation is 
revoked, the person may be ordered to serve the sentence that was 
originally imposed.  While the granting of probation is in the discretion of 
the court, the court must have good reason for revoking probation.  The 
procedure for revoking probation is set forth in Chapter 10, Section 10.06. 
 
Where funds are not available for a paid probation staff, it may be possible 
to obtain citizen volunteers to assume probation officer duties.  Sometimes 
the bailiff or the clerk will double as a probation officer, depending upon 
the size of the municipality and number of persons on probation. 

 
E. Parole 

 
 Parole is similar to probation, except that it constitutes a release from jail 

after serving some time, while probation is usually granted before any time 
is served.  The judge may set any conditions and restrictions the judge 
feels are necessary for a term not exceeding two (2) years.  The judge 
may discharge the person for good cause at any time for parole. 

 
 After a notice and hearing, the municipal judge may revoke the parole if 

the person violates the conditions of parole.  Upon a revocation of parole, 
the judge directs the chief of police to carry out the sentence and confine 
the person to jail for the time specified by the court.  However, this time 
cannot exceed the initial sentence imposed, less the time served.  The 
procedure for revoking parole is set forth in 10.06. 

 
F. Traffic School 
 
 Since the purpose of imposing penalties in traffic cases is most often to 

correct and educate the violator, a traffic school or driver improvement 
school is another sentencing possibility.  While attendance should be 
voluntary, the court can encourage attendance through the suspension or 
remission of a sufficient portion of the fine. 
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 Where traffic school is required or used to defray a portion of the fine, the 

court should maintain a record of completion in order to avoid abuse.  If 
the violator does not attend or complete the program, the violator should 
be called back to court and required to pay the suspended portion of the 
fine.  In some jurisdictions, where an accused person is sent to a Driver 
Improvement School, the case is continued to the date the school is 
completed.  When the accused returns to court on the continuance date, if 
the accused has satisfactorily completed the course, the court may note 
that the school has been completed and the accused discharged. 

 
 Note:  Inquiries regarding Traffic School program availability should be 

directed to the National Safety Council. 
 

G. Alcohol or Drug Education or Training Program 
 
 Pursuant to K.S.A. 12-4509(b), a judge may order a violator to attend and 

satisfactorily complete an alcohol or drug education or training program 
licensed by the Secretary of the Department for Children and Families.  
Such an order may be made when there is evidence the act constituting 
the violation of the ordinance was substantially related to the possession, 
use, or ingestion of cereal malt beverage or alcoholic liquor.  The order 
may be in addition to, or in lieu of, any authorized fine or imprisonment.  

 
H. Driving Privileges  
 
 In certain instances a municipal judge may, and in some instances must, 

restrict or suspend the driving privileges of an offender.  The Court must 
submit to Driver Solutions the judge’s order to suspend the driving 
privileges on a minor in possession conviction.  If the Court doesn’t, Driver 
Solutions won’t suspend. 

 
I. Restitution 
 
 District courts have the power to order restitution (payment to an injured 

party, or repair to the extent possible, for damage done by a criminal act) 
in some cases.  See K.S.A. 21-4610.  Municipal courts may use this as an 
alternative when coupled with parole, probation, or suspension of 
sentence. 
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 Municipal courts may order restitution as a condition of probation, parole, 
or suspended sentence.  The form of restitution may be money paid to 
cover the victim’s actual financial loss, work performed to compensate the 
victim, actual replacement or repair of property of the victim damaged by 
the defendant, or any combination.  Since the municipal court has no civil 
jurisdiction, the court should not undertake to establish fault in an 
accident.  If there is any legitimate dispute concerning fault or the amount 
of damages, restitution would be inappropriate. 

 
 Any monetary restitution should be paid pursuant to the judge’s orders. 
 
 Any restitution moneys paid into the court should be accounted for 

according to the court’s financial policy. 
 
 In DUI cases, see K.S.A. 8-1019(c) and 15.02 F., in the chapter on DUI. 

 
10.06 REVOCATION OF PROBATION OR PAROLE 
 
 If the defendant fails to comply with the terms of probation or parole, the court 

may revoke the probation or parole and require that the defendant serve the jail 
sentence imposed.  The procedure for revocation is as follows: 

 
 The city prosecutor or the probation or parole supervisor (or any other person 

having knowledge of the facts) files a motion to revoke probation or parole.  The 
motion should set out the facts giving grounds for such revocation.  For example, 
the motion may indicate the defendant failed to pay the fine as ordered by the 
court, or the defendant violated the law by driving on a suspended driver’s 
license. 

 
 The court then reviews the motion and sets the matter for hearing.  The motion 

and order should be served on the defendant or the defendant’s attorney by 
prepaid mail.  The motion and order for hearing may also be delivered to the 
police department to be served on the defendant. 

 
 At the time of the hearing, the court should proceed in much the same fashion as 

for an arraignment.  The defendant should be afforded the right to counsel.  Of 
course, the defendant may choose to waive counsel and proceed without 
representation, in which case the court must obtain a written waiver of counsel.  
The court should then determine whether the defendant disputes the allegations 
of the motion to revoke.  If there is a dispute, the court must conduct a hearing.  If 
necessary, the court may continue the matter for hearing at a later time.  In the 
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interim, the defendant may, in the court’s discretion, be required to post bond or 
other security to insure appearance.  If the city proves the defendant has violated 
the terms of probation or parole, the court may: 
 

1. Revoke the probation or parole. 
2. Extend the period of probation or parole. 
3. Modify the terms of probation or parole. 
4. Revoke probation or parole and after the defendant has served part 

of the sentence, grant a new parole. 
 

10.07 REVOCATION OF ORDER SUSPENDING FINE 
 
 If the defendant fails to comply with the terms of an order suspending a fine, the 

order suspending the fine may be revoked using the same procedure as for 
revocation of probation or parole, except an indigent defendant need not be 
afforded counsel. 

 
10.08 EXAMPLES OF FINE COLLECTION 
 

1. Thirty-day Notice 
2. Suspension (8-2110, 8-1219) 
3. Show Cause 
4. Warrant 
5. Setoff Program (See Fines) 10.05(a) 
6. Reappearance Before the Judge 
7. Community Service (8-1567) 
8. Private Collection Agency (12-4119) 

 
10.09 RIGHTS OF VICTIMS OF CRIME 
 
 
 
 
 
 The governing body of any city which has established a municipal court must 

adopt policies which afford the rights granted victims of crime under K.S.A. 74-
7333 and 7335 and under article 15 of section 15 of the Kansas Constitution.  
The governing body must specify the ordinance violations covered by such 
policies and at a minimum, they would include ordinances which prohibit acts or 
omissions which are prohibited by articles 33, 34, 35, and 36 of Chapter 21 of the 
Kansas Statutes Annotated.  One of the rights granted to victims of crime by 

RESPONSIBILITY OF THE PROSECUTOR, BUT FREQUENTLY FALLS TO 

THE MUNICIPAL COURT CLERK. 
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section 15 or article 15 of the Kansas Constitution, is the right “…to be heard at 
sentencing, or at any other time deemed appropriate by the court, to the extent 
that these rights do not interfere with the constitutional or statutory rights of the 
accused.”  When the ordinance violated is covered by the city’s policy on rights of 
crime victims, the court should grant the right of the victim to be heard and 
should follow the other requirements in the policies adopted by the city. 
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IN THE MUNICIPAL COURT OF   , KANSAS 

CITY OF        
    Plaintiff, 
                                vs.      Case No.     
 
        
    Defendant. 
 

ORDER OF SUSPENDED SENTENCE 
 Now, on this   day of    , 20  , as a part of the order of this Court, the Court 
considers suspending 
 
  the execution of a portion of the sentence imposed by the Court. 
  the imposition of sentence. 
 
  The city appears by its attorney,      .  The defendant appears in person 
and/or by his/her attorney       . 
 
  The Court, having reviewed the file, heard the statements of counsel and being fully advised in the 
premises, 
FINDS: 
 
  A. The imposition of sentence should be suspended upon the following conditions: 

  B. A sentence of    (     ) days in jail and a fine of    Dollars ($            ) is imposed, 
provided that the execution of sentence should be suspended upon the following conditions: 

     1. The defendant above-named shall pay restitution in the amount of $   through the 
Municipal Court to the following persons in the following amounts: 

     NAME    ADDRESS    AMOUNT 

     Restitution shall be paid in the following manner: 

                  

                  

     2. The defendant shall have no further traffic violations in the next twelve months. 

     3. The defendant shall attend schooling for         

             . 

     4. Other            

                 . 

IT IS BY THE COURT SO ORDERED. 

                  
           Judge of the Municipal Court 
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IN THE MUNICIPAL COURT OF     , KANSAS 
 

CITY OF         
                          Plaintiff, 
                      vs.       Case No.      
 
           
           Defendant. 
 
 

ORDER EXTENDING TIME TO PAY AND NOTICE TO APPEAR 
 
  Whereas, a fine in the amount of $     was imposed against the 
defendant in the above captioned matter; and 
  Whereas, the defendant has requested additional time to pay said fine; 
  Now therefore, the court grants an extension of time to pay said fine. 
  The defendant is directed to pay that fine in full on or before the    day 
of        , 20     , at      .m., or appear in Court on that day 
and time to show cause why said defendant should not be held in contempt of Court. 
  NONCOMPLIANCE WITH THIS ORDER WILL BE CONTEMPT OF COURT 
AND A WARRANT FOR THE DEFENDANT’S ARREST WILL BE ISSUED. 
  NONCOMPLIANCE WITH THIS ORDER FOR A TRAFFIC OFFENSE OR 
TRAFFIC INFRACTION SHALL BE A MISDEMEANOR AND MAY RESULT IN 
LICENSE SUSPENSION OR REVOCATION. 
 
                    
           Judge of the Municipal Court 

 
 

____________________________________ _____________________ 
Defendant Date
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IN THE MUNICIPAL COURT OF    , KANSAS 
CITY OF          
                      Plaintiff, 
vs.             Case No.       
           
                    Defendant. 
 

ORDER OF PROBATION/PAROLE 
 

  Now on this     day of       , 20 , the application of 
defendant for probation/parole comes to be heard.  The Court, having heard the statements of counsel, 
reviewed the file and being fully advised in the premises, finds that the defendant should be placed on 
probation/parole upon the following conditions and restrictions: 
 
  1.  The period of probation/parole shall begin          , 20 , 

and shall end        , 20  , and shall be supervised by 
a court services officer, unless otherwise specified. 

  2.  The defendant shall meet with the probation/parole supervisor as directed. 
  3.  The defendant shall report all changes of address, telephone number, or employment to the 

Court and probation/parole supervisor. 
4.   The defendant shall pay the fine, costs, and any assessment and/or restitution imposed by 

the Court according to the schedule listed below. 
5.   The defendant shall not violate any law of the United States, the state of Kansas, or any 

county or city. 
6.   The defendant shall not leave the jurisdiction of the Court without the prior approval of the 

Court. 
7.                       
                      

 
PAYMENT SCHEDULE FOR FINE, ASSESSMENT, COSTS AND RESTITUTION 

 
Fines and Costs                 
Assessment                  
Restitution                   

 
Any violation of the terms of probation/parole shall be grounds for revocation of probation/parole. 

 
                        
             Judge of the Municipal Court 
 
  I have read and understand the above conditions of probation/parole and hereby acknowledge 
receiving a copy of said conditions.  I further agree to comply with the conditions and understand the 
Court can revoke my probation/parole at any time for failure to so comply. 
                        
             Defendant 
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IN THE MUNICIPAL COURT OF      , KANSAS 
CITY OF           
          Plaintiff, 
  vs.            Case No.        
 
            
                     Defendant. 
 

AFFIDAVIT FOR REVOCATION 
 
STATE OF KANSAS,          COUNTY, AS: 
 
             , being first duly sworn, upon his/her oath 
deposes and says that the defendant above-named: 
 
                        
 
                        
 
                        
 
                        
 
                        
 
                        
 
                        
 
                        
 
All in violation of the conditions of defendant’s probation, parole, or suspended sentence. 
 
                        
            Affiant 
 
  Subscribed and sworn to before me this    day of        , 20    . 
 
                         
             Judge of the Municipal Court 
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IN THE MUNICIPAL COURT OF      , KANSAS 

 
CITY OF            
                Plaintiff, 
  vs.            Case No.         
 
             
             Defendant. 
 

MOTION FOR REVOCATION 
 
  Comes now the City of         , by and through its prosecuting 
attorney,          , and moves the Court for an order revoking the 
probation/parole of the above-named defendant.  In support of said motion, the movant states and alleges 
as follows: 
                         
 
                         
 
                         
 
                         
 
  Wherefore, the City prays that the defendant’s probation/parole be revoked and he/she be 
required to comply with the sentence imposed by the Court. 
                         
           Prosecuting Attorney 
 

ORDER FOR HEARING 
 
  On this     day of        , 20 , the Court finds that the above and 
foregoing Motion should be heard on the    day of       ,  20  , at      
  o’clock   .m. by this Court in the City of        , Kansas. 
 
  IT IS BY THE COURT SO ORDERED. 
                          
             Judge of the Municipal Court 
 

RETURN 
 
  I hereby certify that I have served the above Order on the above-named defendant by: 
 
     delivering a copy thereof to the within named defendant; or 
     leaving a copy thereof at defendant’s residence with a person of suitable age. 
this     day of         , 20  . 
 
                          
             Law Enforcement Officer 
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CHAPTER 11.  APPEALS 
 

 
 
 
 
11.01 GENERALLY 
 

Any accused person who has been found guilty in the municipal court, either 
at trial or after a plea, has the right to appeal the ruling to the district court in 
the county in which the municipal court is located.  The judge should advise 
the convicted person of the right to appeal.  

 
To appeal, a written notice of appeal must be filed within fourteen (14) days 
from the date the sentence is announced and notice of the appeal must be 
served on the city prosecutor (see Chapter 11, Section 11.04).  A mere oral 
statement of a desire to appeal is not sufficient notice; there must be some 
form of written intention (K.S.A. 22-3609).  The municipal judge may wish to 
inquire of the chief judge of the district court if there is a notice of appeal 
form which can be made available to persons who desire to appeal their 
convictions.  

 
The city may appeal from an adverse ruling of the municipal court only on 
questions of law.  This is called an interlocutory appeal. 

 
11.02 APPEAL BOND 
 

The municipal judge has the authority to require an appeal bond or may allow 
the appearance bond filed with the municipal court to continue in force during 
the time of the appeal, if the judge finds that it is sufficient to assure the 
appearance of the accused in the district court (K.S.A. 12-4602).  If the bond 
filed with the municipal court contained a promise to appear only in the 
municipal court (and not also in the district court), the municipal judge may 
require the person appealing to file a bond containing a promise to appear in 
the district court.  
 
A filed appearance bond is not a notice of appeal for purposes of K.S.A. 22-
3609.  City of Lenexa v. Higgins, 16 Kan.App.2d 499 (1992).  The notice of 
appeal must be filed. 

These are guidelines required by the State of Kansas.  Check with your 
county’s district court for its requirements. 
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11.03 EFFECT OF APPEAL 
 

Any appeal from the municipal court stays all further proceedings upon the 
judgment appealed from.  The case will be set for trial in the district court.  
The case is heard de novo, which means that the entire case is heard again. 
 
The trial shall be to the court unless a jury trial is requested in writing by the 
defendant.  The statute details requirements related to requesting a jury trial. 
However, there is no right to a jury trial in an appeal of contempt findings, an 
ordinance traffic infraction case, or a cigarette or tobacco infraction case.  A 
jury in a municipal appeal case shall consist of six (6) members.  See City of 
Overland Park v. Barnett, 10 Kan. App. 2d 586, 705 P.2d 564 (1985).  K.S.A. 
2014 Supp. 22-3609(4) and K.S.A. 22-3609. 

 
11.04 APPEAL PROCEDURE 
 

The appeal procedure is detailed in K.S.A. 22-3609 and K.S.A. 60-206.  In 
summary: 

   
1. The defendant can appeal to district court any judgment of a municipal 

court which results in a conviction.   
 
2. The appeal stops all further proceedings in municipal court. 
 
3. The appeal may be filed in district court or in municipal court.  If the appeal 

is filed in municipal court, the notices and bonds are forwarded to district 
court. 

 
4. No appeal shall be filed until after the sentence has been imposed. 
 
5. The appeal must be filed within fourteen (14) days after sentencing.  
 
6. The notice of appeal shall designate the judgment or part of the judgment 

appealed from.  The defendant shall serve the notice to the city attorney. 
 
7. The municipal court shall certify the complaint to the district court.  If an 

arrest warrant exists (which is extremely rare in municipal courts), it too 
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shall be certified to the district court.  In addition to this statutory 
requirement, it is often useful to provide a Statement of Costs as the 
district court may include these as part of the judgement which, when 
paid, is passed back to the City Treasury. 

 
11.05 COUNSEL FOR INDIGENT PERSONS ON APPEAL 
 

The city has the responsibility for appointed defense counsel costs for 
appeals to the district court from its municipal court.  (See City of Overland 
Park v. Estell & McDiffet, 225 Kan. 599, 592 P.2d 909 [1979]). 

 
11.06 FINES AND COSTS 
 

If the accused person is convicted, the district court renders the judgment, 
imposes the sentence, and assesses costs, both in the district court and the 
municipal court, against the accused person (K.S.A. 22-3611).  The Kansas 
Supreme Court has indicated any fine imposed following conviction on an 
appeal from a municipal court should go to the city treasury.  (City of 
Overland Park v. Estall and McDiffet at 603).  
 
If the person is found not guilty, the district court overturns the conviction in 
the municipal court and discharges the accused person. 

 
11.07  REPORTING APPEALED CONVICTIONS TO THE STATE 
 

When a conviction is reported to the state, the incident is recorded on the 
person's record as a conviction and certain administrative actions may be 
taken by the State (a DL suspension, for example).  When the conviction is 
appealed and before a final decision is made, the defendant may feel the 
original conviction should NOT be initiated.  This leads to questions about 
reporting convictions when an appeal is expected.  Reporting these 
convictions should be handled just like reporting all other convictions – they 
should be reported immediately and without any special treatment.  An 
explanation follows: 

 
Municipal courts should report convictions to the state regardless of whether 
the case will be appealed.  K.S.A. 8-2115, which governs reporting to Driver 
Solutions, requires convictions be reported within ten (10) days by the 
municipal court (the convicting court).  That statute does not make any 
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exceptions for appeal cases.  The statute does not ask the court to wait until 
the defendant has had time to appeal, in fact the reporting is required before 
the appeal time has expired.  K.S.A. 12-4106 governs reporting to the KBI 
and while it isn't as detailed, it too does not make exceptions for appeal 
cases. 
 
After an appeal reaches final disposition, it is the District Court's job to report 
that disposition to Driver Solutions (K.S.A. 8-2115(f)).  Statutes do not 
address this question for reporting to the KBI.  It is logical for the district court 
to report to the KBI those dispositions that happen in their courtrooms, but 
you should communicate with your district court to make sure the reporting is 
arranged somehow. 
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 IN THE MUNICIPAL COURT OF    , KANSAS 

CITY OF   

     Plaintiff, 

  vs.       Case No.     

  

     Defendant. 

 
 

NOTICE OF APPEAL 
 
TO THE CITY OF      : 

 

 Take notice that             , defendant herein, does appeal 

to the District Court of       County, Kansas, from the judgment rendered 

and made in the above-entitled action on the        day of     , 2      , by 

the Municipal Court of     , Kansas, whereby said Court adjudged 

defendant guilty of       and fined said defendant $         

and sentenced said defendant to                  . 

  

 Date this      day of       , 2         . 

        
              
       Defendant (or attorney) 

 

CERTIFICATE OF SERVICE 

 I hereby certify that I have mailed a copy of this Notice of Appeal to    

  , Attorney of the City of      and, as a courtesy, to the 

Municipal Court of that city, this        day of               , 2      .   

 

              
       Defendant (or attorney) 

This is a SAMPLE form.  Municipal courts are not required to provide appeals forms. 
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CHAPTER 12.  EXPUNGEMENT 
 

12.01 GENERALLY 
 
K.S.A. 12-4516, K.S.A. 12-4516a, K.S.A. 12-4516d, addresses expungement of 
arrest records, diversions or convictions. 
 
Generally, expungement allows a person to be treated as not having been 
convicted, arrested, or diverted of the crime and to state that he or she was not 
so convicted, arrested, or diverted.  It is required defendants are informed of the 
ability to expunge 12-4516(j). 

 
12.02 PETITION FOR EXPUNGEMENT 

 
In order to have an arrest, diversion, or conviction expunged, the defendant must 
file a petition for expungement with the court which handled the case.  As 
required by K.S.A. 12-4516(g)(1), K.S.A. 12-4516a(b), 12-4516d(g)(1), the 
petition must state: 

 
1. The petitioner/defendant’s full name; 
 
2. the petitioner/defendant’s full name at the time of arrest, conviction, or 

diversion, if different than current name; 
 
3. the petitioner/defendant’s sex, race, and date of birth; 
 
4. the crime for which the defendant was convicted, arrested, or diverted; 
 
5. the date of the petitioner/defendant’s conviction, arrest, or diversion; and 
 
6. the identity of the convicting or diverting court or the arresting law 

enforcement agency. 
 
12.03 TIME FOR FILING PETITION 

 
Generally, a petition for the expungement of a conviction or diversion for a 
violation of a city ordinance may be filed three (3) or more years after the 
defendant satisfied the sentence imposed, or was discharged from diversion, 
probation, parole, or a suspended sentence.   
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However, certain violation are not eligible for expungement until five (5) years 
have passed.  These offenses are listed in 12-4516(d) are which is summarized 
below: 

 
1. Vehicular Homicide; 

 
2. Drive While Suspended/Revoked (K.S.A. 8-262); 
 
3. Perjury while obtaining a driver’s license (K.S.A. 8-261a); 
 
4. Fraudulent Applications; 
 
5. Felony crimes wherein a motor vehicle was used; 
 
6. Failing to stop at the scene of an accident and perform the duties required 

(STO 25, K.S.A. 8-1602, 8-1603, or 8-1604); 
 
7. Fail to Maintain Liability (STO 200 K.S.A. 40-3104); or 
 
8. A violation of K.S.A. 21-3405b, prior to its repeal. 
 
Beginning July 1, 2015, a petition for the expungement of a first DUI conviction 
or diversion may be filed five (5) years or more after the defendant satisfied the 
sentence imposed or was discharged from the diversion K.S.A. 12-4516(e)(1), 
for a second DUI conviction or diversion an expungement may be filed ten (10) 
years or more after the defendant satisfied the sentence imposed K.S.A. 12-
4516(e)(2). 
 
No time limitation is set for filing a petition to expunge an arrest which did not 
result in a conviction or diversion (K.S.A. 12-4516(a)). 

 
12.04 FILING THE PETITION 

 
When a petition for expungement is filed, the official court file shall be separated 
from the other records of the court, and shall be disclosed only to a judge of the 
court and members of the staff of the court designated by a judge of the district 
court, the prosecuting attorney, the arresting law enforcement agency, or any 
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other person when authorized by a court order, subject to any conditions 
imposed by the order. 
If the violation is expunged by the court, the official court file shall remain 
separated from the other records of the court.  See Section 12.06 for Disclosure 
Procedures.  If the violation is not expunged, return the court file to its original 
location. 
 
Special attention should be given to court files maintained on a computer system.  
These expunged records must also be separated from other court records 
pursuant to state law (K.S.A. 12-4516a(b)). 
 

12.05 HEARING ON PETITION 
 
After a petition for expungement is filed, the court must set a date for a hearing 
on the petition and must give notice of the hearing to the prosecuting attorney 
and the arresting law enforcement agency.  The Municipal Court may prescribe a 
fee to be charged as costs for a person petitioning for an order of expungement.  
(K.S.A. 12-4516(g)(2), K.S.A. 12-4516a(b)) 
 
Any person who may have relevant information about the petitioner may testify at 
the hearing.  The court may inquire into the background of the petitioner. 
 
The court must order the petitioner’s arrest record, conviction, or diversion 
expunged if the court finds (K.S.A. 12-4615(h)): 

 
1. the petitioner has not been convicted of a felony in the past two years and 

no proceeding involving any such crime is presently pending or being 
instituted against the petitioner; 

 
2. the circumstances and the behavior of the petitioner warrant the 

expungement; and  
 
3. the expungement is consistent with the public welfare. 
 
When the arrest does not result in a conviction or diversion, the court must order 
the arrest record and subsequent court proceedings, if any, expunged when 
(K.S.A. 12-4516a(c)); 

 
1. the arrest occurred because of mistaken identity; 
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2. a court has found that there was no probable cause for the arrest; 
3. the petitioner was found not guilty in court proceedings; or 
 
4. the arrest was for a violation of any ordinance that is prohibited by either 

K.S.A. 2015 Supp. 12-16, 134(a) or (b), and amendments thereto, and 
which was adopted prior to July 1, 2014; or 

 
5. the expungement would be in the best interest of justice and (A) charges 

have been dismissed; or (B) no charges have been or are likely to be filed. 
 
If the court orders a conviction or diversion expunged, the order of expungement 
must state the information required to be contained in the petition (see 12.02 
above).  As part of its order, the court may specify other circumstances in 
addition to those set out by statute under which the expunged conviction is to be 
disclosed. 
 
When the court has ordered expungement of an arrest record (which did not 
result in a conviction or diversion) and subsequent court proceedings, if any, the 
order shall state the information required to be stated in the petition and shall 
state the grounds for expungement under subsection (c). 
 
12-4516(i) and 12-4516a(d) states the clerk shall send a certified copy of the 
order to:  
 
The Kansas Bureau of Investigation which shall notify the Federal Bureau of 
Investigation, the Secretary of Corrections, and any other criminal justice agency 
which may have a record of the arrest, conviction, or diversion. 
 

12.06 DISCLOSURE OF EXPUNGED CONVICTION 
 
If an order of expungement is entered, the petitioner is treated as not having 
been arrested, diverted, or convicted of the crime, K.S.A. 12-4516(i).  Except:  
 

1. upon conviction for any subsequent crime, the expunged conviction may 
be considered as a prior conviction in determining the sentence to be 
imposed; 
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2. the petitioner shall disclose that the arrest, conviction, or diversion 
occurred if asked about previous arrests, convictions, or diversions in 
certain situations (K.S.A. 12-4516(i)(2)(A-K)); 

3. the court, in the order of expungement, may specify other circumstances 
under which the arrest, conviction or diversion is to be disclosed; and 

 
4. the conviction may be disclosed in a subsequent prosecution for an 

offense which requires as an element of such offense a prior conviction of 
the type expunged. 

 
Disclosure of an expunged arrest, conviction, or diversion varies between K.S.A. 
12-4516, 12-4516a, and 12-4516d, but all statutes state, when requested, it is to 
be given to: 
 

1. the person whose record is expunged; or 
 
2. a person entitled to such information pursuant to the terms of the 

expungement order. 
 
K.S.A. 12-4516, 12-4516a, and 12-4516d provide exceptions to when a 
defendant has to disclose the expunged record and for what purposes the 
records should be made available and to whom. 
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IN THE MUNICIPAL COURT OF       , KANSAS 
 
CITY OF       , KANSAS 
 Plaintiff, 
 vs.     Case No.    
     . 
  Defendant. 
 

PETITION FOR EXPUNGEMENT OF ARREST RECORD 
 
Petitioner’s full name          
 
Petitioner’s name at the time of arrest, if different than the petitioner’s current name 
              
 
Race:   Sex:   Date of Birth:        Social Security Number:    
 
On    petitioner was arrested by the       
 date       law enforcement agency 
 
for                         
 charge 
 
The petitioner is entitled to expungement of above arrest record for the following 
reason: 
 

 The arrest occurred because of mistaken identity; or 
 a Court has found that there was no probable cause for the arrest; or 
 the petitioner was found not guilty in court proceedings; or 
 the expungement would be in the best interests of justice; and 

o charges have been dismissed; or 
o no charges have been or are likely to be filed. 

 
Wherefore, the petitioner prays that this Court grant this petition for the purpose of 
expunging the petitioner’s record. 
 
              
Date         Signature of Petitioner 
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NOTICE OF HEARING 
 
 Take notice that the above Petition for Expungement will be called for hearing in 
the Municipal Court of     , Kansas in courtroom    
    on the   day of  , 20   at  .M. 
 
 
 
           
    Municipal Court Clerk 
 
 

NOTICE OF SERVICE 
 

To: Prosecuting Attorney and Arresting Law Enforcement Agency 
 
IN THE MUNICIPAL COURT OF                 , KANSAS  
 
CITY OF      , Kansas 
     Plaintiff, 
 
   vs.      
         Case No.      
 
       . 
     Defendant. 
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ORDER OF EXPUNGEMENT OF ARREST RECORD 
 

 Now on this    day of      , 20      , the 
above-captioned matter comes on for hearing on defendant’s Petition for Expungement 
pursuant to K.S.A. 12-4516a. 
 
 After reviewing the matter, the Court finds as follows: 
 

1. Petitioner’s full-name is, and was at the time of arrest, the same as set out in 
the caption above. 

              
 
2. The sex, race, and date of birth of the petitioner are as follows: 
              
 
3. Petitioner was arrested on the   day of    , 20    , for 

a violation of Ordinance No.    , to-wit:       
               
 
 NOW, THEREFORE, IT IS THE ORDER OF THIS COURT that the arrest of 
defendant-petitioner, as described herein, should be, and the same is hereby ordered, 
expunged, for the following reason(s): 
 

 The arrest occurred because of mistaken identity; or 
 a Court has found that there was no probable cause for the arrest; or 
 the petitioner was found not guilty in court proceedings; or 
 the expungement would be in the best interests of justice and 

o charges have been dismissed; or 
o no charges have been or are likely to be filed. 

 
 The Clerk of the Court is directed to send a certified copy of the expungement to 
the Kansas Bureau of Investigation, and the Department of Motor Vehicles, if 
applicable. 
 
 The Court finds that in the interest of public welfare, the defendant’s arrest 
should be available for the following purposes: 
 

 in any application for employment as a detective with a private detective 
agency as defined by K.S.A. 75-7b01 and amendments thereto; as security 



 12-9 

personnel with a private patrol operator, as defined by K.S.A. 75-7b01 and 
amendments thereto; or with an institution, as defined in K.S.A. 76-12a01 
and amendments thereto, of the Department for Children and Families; 

 
 in any application for admission, or for an order of reinstatement, to the 

practice of law in this state; 
 
 to aid in determining the petitioner’s qualifications for employment with the 

Kansas Lottery or for work in sensitive areas within the Kansas Lottery as 
deemed appropriate by the executive director of the Kansas Lottery; 

 
 to aid in determining the petitioner’s qualifications for executive director of 

the Kansas Racing Commission, for employment with the commission or 
for work in sensitive areas in parimutuel racing as deemed appropriate by 
the executive director of the commission, or to aid in determining 
qualifications for licensure or renewal of licensure by the commission; 

 
 in any application for a commercial driver’s license under K.S.A. 8-2,125 

through 8-2,142 and amendments thereto; 
 
 to aid in determining the petitioner’s qualifications to be an employee of 

the state gaming agency; 
 
 to aid in determining the petitioner’s qualifications to be an employee of a 

tribal gaming commission or to hold a license issued pursuant to a tribal-
state gaming compact; 

 
 [other] 

 
 IT IS THE FURTHER ORDER OF THE COURT that, except as may be provided 
by statute, petitioner shall be treated as not having been arrested for the offense 
described herein. 
        
   Judge of the Municipal Court 
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 IN THE MUNICIPAL COURT OF             , KANSAS  
 
CITY OF   , KANSAS  
   Plaintiff, 
  vs.    Case No.    
    . 
   Defendant. 
 

PETITION FOR EXPUNGEMENT 
 

Petitioner’s full name           
 
Petitioner’s name at the time of arrest, if different than the petitioner’s current name 
              
 
Race:    Sex:   Birth Date:   Social Security Number:     
 
 The petitioner moves this court for an order of expungement for case no.    
issued on   day of   , 20   for the charge of      
for the following reasons: 
 

1. More than three/five years have elapsed since the petitioner satisfied the 
sentence imposed or was discharged from probation, parole or a suspended 
sentence. 

 
2. Petitioner has not been convicted of a felony in the past two years, and no 

proceeding involving any such crime is presently pending or being instituted 
against petitioner. 

 
3. The circumstances and behavior of petitioner warrant the expungement. 
 
4. The expungement is consistent with the public welfare. 
 

 Wherefore, the petitioner prays that this Court grant this petition for the purpose 
of expunging the petitioner’s record of arrest, diversion and/or conviction for the 
aforementioned offense. 
 
            
Date      Signature of Petitioner 
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NOTICE OF HEARING 
 
 

 Take notice that the above Petition for Expungement will be called for hearing in 
the Municipal Court of     , Kansas in courtroom    
    on the    day of     , 20   at 
 .M. 
 
 
 
              
        Municipal Court Clerk 
 
 

NOTICE OF SERVICE 
 
 

To:  Prosecuting Attorney and Arresting Law Enforcement Agency 
 
 
 IN THE MUNICIPAL COURT OF                  , KANSAS 
 
CITY OF      , Kansas 
    Plaintiff, 
 
  vs. 
        Case No.     
 
      . 
    Defendant. 
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ORDER OF EXPUNGEMENT 
 

Now on this     day of      , 20     , the 
above-captioned matter comes on for hearing on defendant’s Petition for Expungement 
pursuant to K.S.A. 12-4516. 
 
After reviewing the matter, the Court finds as follows: 
 

1. Petitioner’s full-name is, and was at the time of arrest and conviction the 
same as set out in the caption above. 

              
 
2. The sex, race, and birth date of the petitioner are as follows: 
              
 
3. Petitioner was arrested on the   day of    , 20 , for a 

violation of Ordinance No.   , to-wit:  
              
 

 NOW, THEREFORE, IT IS THE ORDER OF THIS COURT that the arrest record, 
conviction or diversion of defendant-petitioner, as described herein, should be, and the 
same is hereby ordered, expunged, for the following reason(s): 

 
 The petitioner has not been convicted of a felony in the past two years and no 

proceeding involving any such crime is presently pending or being instituted 
against the petitioner; 

 The circumstances and behavior of the petitioner warrant the expungement; and 
 The expungement is consistent with the public welfare. 

 
The Clerk of the Court is directed to send a certified copy of the expungement to 

the Kansas Bureau of Investigation and the Department of Motor Vehicles, if applicable. 
  

IT IS THE FURTHER ORDER OF THE COURT that, except as may be provided 
by statute, petitioner shall be treated as not having been arrested, convicted, or diverted 
for the offense described herein.  
 
       
        Judge of the Municipal Court 
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IN THE MUNICIPAL COURT OF           , KANSAS 
 
CITY OF       , KANSAS, 
 Plaintiff 
 
  vs.       CASE NO.     
 
        
 Defendant 
 
 

MOTION FOR PURPOSE OF EXPUNGEMENT 
 

Comes now       , petitioner herein, and moves 
this court to grant a motion for expungement for case no.     issued on 
   for the charge of         for the 
following reasons: 
 

1. More than three/five years have elapsed since the petitioner satisfied the 
sentence imposed or was discharged from probation, parole, or a suspended 
sentence. 

 
2. Petitioner has not been convicted of a felony in the past two years, and no 

proceeding involving any such crime is presently pending or being instituted 
against petitioner. 

 
3. The circumstances and behavior of petitioner warrant the expungement. 
 
Wherefore, the petitioner prays that this court grant this motion for the purpose of 

expunging the petitioner’s record. 
 
 
 
              
Date        Signature of Petitioner  
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SAMPLE FORM 
 

Municipal Court Address 
 
 
 
To: Kansas Bureau of Investigation  To:   Division of Motor Vehicles 
 1620 Tyler      Docking State Office Building 
 Topeka, KS  66612     900 SW Harrison 
        Topeka, KS  66612 
 
 
To: ___________ Municipal Police Department 
 ___________________________________ 
 ___________________________________ 
 

 
CERTIFICATE OF SERVICE 
 
On ____________, 201__, I ______________________ do hereby certify that as per 
K.S.A. 12-4516d I did deposit in the U.S. Mail, postage prepaid and properly addressed 
a true and correct certified copy of the foregoing ORDER FOR EXPUNGEMENT to the 
Kansas Bureau of Investigation, 1620 Tyler, Topeka, KS  66612, which shall notify the 
Federal Bureau of Investigation, the Secretary of Corrections and any other criminal 
justice agency which may have a record of the arrest, conviction or diversion. 
 
On the same said date a true and correct certified copy of the foregoing ORDER FOR 
EXPUNGEMENT was personally delivered to the _______________ Police 
Department, ____________________, ____________, KS  ______. 
 
Because this was a moving violation, the same said MOTION FOR EXPUNGEMENT 
was postage prepaid and properly addressed to the Kansas Department of Revenue, 
Driver Control Division, Docking State Office Building, 900 SW Harrison, Topeka, KS  
66612. 
 
 
 
              
       Signature 
 
cc:  Attorney 
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CHAPTER 13.  CONSTITUTIONAL REQUIREMENTS 
 

 
 
 

 
13.01 APPOINTMENT OF COUNSEL FOR INDIGENTS 
  
 The Code of Procedure for Municipal Courts provides counsel must be appointed 

for an indigent accused person if the municipal judge has reason to believe, if 
found guilty, the accused might be deprived of his or her liberty (K.S.A. 12-4405).  
The code provision is the result of a United States Supreme Court decision, 
Argersinger v. Hamlin, 407 U.S. 25 (1972).  In Argersinger the court said, “absent 
of knowing and intelligent waiver, no person may be imprisoned for any offense, 
whether classified as petty, misdemeanor, or felony, unless he was represented 
by counsel at his trial.”  The denial of counsel will preclude the imposition of a jail 
sentence.  When the trial begins, the judge must be aware that no imprisonment 
may be imposed unless the accused is represented by counsel or has waived 
counsel in writing, even though the local ordinance may provide imprisonment as 
part of the penalty.  Where a city ordinance provides for a penalty of jail time, the 
court must determine whether the accused is poor enough to require counsel to 
be appointed.  In the alternative, the court may consider a case in which the 
accused person is not represented by counsel, as long as a jail term is not 
considered as a possible sentence if the accused is found guilty. 

 
 Some ordinances (such as a DUI ordinance) provide for an increased 

punishment if the defendant has a previous conviction of the same offense as 
that proscribed by the ordinance.  An increased sentence of imprisonment cannot 
be imposed under such an ordinance if the increased sentence is available only 
because the defendant was convicted in a prior prosecution in which the 
defendant neither had, nor waived any right to, assistance of counsel.  State v. 
Oehm, 9 Kan.App.2d 399, 680 P.2d 309 (1984). 

 
A. Determining Indigency 
 
 If an accused person is not financially able to employ counsel, the court 

should ask the accused to fill out an affidavit to be presented to the court.  
The affidavit will include questions relating to employment, rate of pay, 
number of dependents, ownership of real or personal property, and 
outstanding financial obligations.  A sample affidavit form (patterned after 

It is not the responsibility of the court clerk to ensure or explain constitutional 
rights.  Clerks may need this information though to perform their jobs properly. 
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the state form) is set out at the end of this chapter.  If the judge is 
convinced the answers to the affidavit are true and complete, the judge 
should then determine if the accused is financially able to afford an 
attorney.  (K.S.A. 12-4405 directs the municipal judge to follow the 
guidelines set out in K.S.A. 22-4504 in determining indigency.  K.S.A. 22-
4504, and the accompanying regulations adopted by the Board of 
Indigents’ Defense Services, are contained in the appendix.)  If a jail term 
is to be considered as a possible sentence, then the judge should appoint 
legal counsel to represent the accused person at the trial.  The notice of 
appointment should be placed in the case file.  The notice should state the 
date that the accused person’s case will next be called.  A copy of the 
notice should be given to the accused person and a copy mailed to or 
given to the appointed attorney. 

 
B. Waiver of Right to Counsel 

 
 The Code of Procedure for Municipal Courts makes no provision for 

waiver of counsel by an indigent accused.  However, the Kansas Supreme 
Court has indicated a defendant in municipal court may waive counsel as 
long as the waiver is “knowing and intelligent.”  In order for the accused to 
make a knowing and intelligent waiver, the accused must be informed of 
the right to have counsel appointed, as well as the charges and possible 
penalties for the ordinance allegedly violated.  The best way to obtain a 
waiver is to have a printed form which both the accused person and the 
judge must sign.  After the waiver is signed, the judge should enter an 
order to that effect.  A sample waiver and order are at the end of this 
section.  The Kansas Supreme Court has recommended the use of such a 
waiver of counsel form by municipal courts in cases where an accused 
may be deprived of his or her liberty. (In re:  Habeas Corpus Application of 
Gilchrist, 238 Kan.202 (1985). 

 
C. Payment of Counsel to Represent Indigents 
 
 If the municipal judge believes there will be a situation in which counsel 

will need to be appointed for an indigent under Argersinger, the judge 
should notify the local governing body so they may make appropriate 
budgetary arrangements. 

 
 One method of payment is to prepare vouchers to be submitted by the 

attorney appointed to represent the accused.  The voucher should be 
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approved by the judge before whom the matter is heard.  The payment 
should be made at the rate of a set dollar amount per case, regardless of 
the number of offenses charged against the accused person.  One 
indication of how much the compensation should be is the amount paid in 
misdemeanor cases in the district courts. 

 
 The city has the responsibility for appointed defense counsel costs for 

appeals to the district court from its municipal court.  The procedure to be 
followed by the district judge in appointing counsel on appeals to the 
district court is set out in City of Overland Park v. Estell & McDiffet, 225 
Kan. 599, 592 P.2d 909 (1979).  

 
13.02 RIGHT TO SPEEDY TRIAL  
 
 The right to a speedy trial is guaranteed to defendants in criminal prosecutions 

by both the United States and Kansas Constitutions.  Kansas has further defined 
the constitutional guaranty of a speedy trial in the district courts in K.S.A. 22-
3402. 

 
 The Kansas Supreme Court has stated that the Code of Procedure for Municipal 

Courts contains a speedy trial provision which is even more stringent that the one 
provided for criminal cases in the district court.  (See City of Overland Park v. 
Fricke, 226 Kan. 496, 601 P.2d 1130 [1979]).  K.S.A. 12-4501 states as follows: 

 
“An accused person entering a plea of not guilty, shall be tried on 
the earliest practical day set by the court, unless trial is continued 
for good cause:  Provided, that an accused person in custody shall 
be tried on the earliest day that the municipal court convenes, 
unless trial is continued upon motion of the accused person and for 
good cause.” 

 
 In Fricke, the court held the speedy trial provisions in K.S.A. 22-3402 are 

applicable to cases appealed to the district courts from municipal court 
convictions.  This is true even though the defendant has neither been arrested, 
nor required to post bond, but has merely been served with a notice to appear 
[City of Elkhart v. Bollacker, 243 Kan. 543 (1988)].  The time limitations provided 
in the statute begin to run from the date the appeals, or should have been, 
docketed in district court.  This places a duty on the city to see that the appeal is 
docketed in a timely fashion. 
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Page 1 of 3 
 

 
 

FINANCIAL AFFIDAVIT 
For Court Appointed Attorney, Expert or other Services 

(K.A.R. 105-4-3) 
 
 
County       

District Court Case No.      

 

Name        Age    Birth Year    

Address      City    State    Zip Code    Phone     

Spouse (If married – including common-law)           

Household income is defined as your income and the income of all persons who live with you that are related to you 

by birth or by marriage. 

1. Are you  Self-Employed   Employed  Unemployed 

 If self-employed, what line of work?           

 If employed, who do you work for?          

 If unemployed, for how long?          

 Are you receiving unemployment benefits?  Amount per week $   If not, state reason   

 

2. List the places you have worked in the last six months: 

 1. Name        Address       

 2. Name        Address       

 

3. If employed, what is your monthly average gross pay?  $        

 

4. Is your spouse (include common law)   Self-Employed    Employed    Unemployed 

 If self-employed, what line of work?          

 If employed, who does he/she work for?          

 If employed, what is his/her average monthly gross pay?        

 If unemployed, for how long?           

 Is he/she receiving unemployment benefits?  Amount $   If not, state reason    

 

5. Does anyone else live with you, other than your dependants?  Yes _____  No _____ 

 If yes, list their name, relationship to you, and their income:  

 Name Relationship Gross Monthly Income 

1    

2    

3    

 

 
Revised 12/14/12 
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6. Do you own a car, truck, or motorcycle?   Yes    No      If yes,  

 Year Make Model Value Amount Owing 

1      

2      

 

 Vehicles worth more than $20,000 are considered liquid asset. 

7. Do you receive, or have you received in the past six months, income from rental property, public assistance, 

support, alimony, maintenance, or other sources, including from a business?   Yes    No 

 If yes, give source and monthly income:          

8. Do you have money or cash in savings, checking accounts or other funds?    Yes    No 

 If yes, list amount of money available to you          

9. Do you own a home, land, or other property?    Yes    No  If yes, give value(s)     

10. Have you transferred any property since the date of the alleged crime?   Yes    No 

 If yes, how much             

11. Can you afford to pay anything toward the costs of your defense at this time?   Yes    No 

 If yes, how much             

12. Do you currently have any other court cases pending in the District in which you already have counsel appointed? 

  Yes    No 

 If yes, give attorney’s name       

STATUS: 

 (Check One)    Dependants:    Monthly Bills: 

 Single Total Number of    Rent/House Payment   

 Married  List names, ages, and relationship to you Food/Clothing     

 Widowed   Utilities     

 Separated/Divorced   Alimony/Maintenance   

   Child Support     

   Installment Payments   

   Other Payments     

  Total Payments    

 

I certify under the penalty of perjury that the foregoing is true and correct.  By signing below, I 
authorize the STATE OF KANSAS to verify my past and present employment earnings, records, bank 
accounts, stock holdings, and any other asset balances that are needed to process this affidavit with 
the district court.  I further authorize the STATE OF KANSAS to order a consumer credit report and 
verify other credit information, including past and present mortgage and landlord references.  
Executed this ____ day of ____________, 20 ___. 
 
 
 
              
        Signature of Applicant 
 
 

See page three for Judge’s use 
 

Revised 12/14/12 
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FOR JUDGE’S USE ONLY 

 
 

 
 
 
 
 
TO BE COLLECTED PURSUANT TO K.S.A. 22-4529: 

 APPLICATION FEE OF $100 effective 7/1/04 

DETERMINATION OF ELIGIBILITY FOR APPOINTED COUNSEL 

APPLICABLE POVERTY GUIDELINE FOR DEFENDANT’S FAMILY UNIT:        

THE COURT FINDS THE FOLLOWING SPECIAL CIRCUMSTANCES PURSUANT TO K.A.R. 105-4-1(c): 

 

              

 

              

 

 APPOINTMENT DENIED 

 PARTIALLY INDIGENT, ABLE TO PAY $    

 PUBLIC DEFENDER APPOINTED 

 ______________________________ ATTORNEY APPOINTED 

 

              
           Judge 

 

2012 Poverty Guidelines for the 48 Contiguous States and the District of Columbia1 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

           Poverty 
   Size of family unit     Guideline 
 
 1 ................................................................................. $11,170 
 2 ................................................................................. $15,130 
 3 ................................................................................. $19,090  
 4 ................................................................................. $23,050     
 5 ................................................................................. $27,010 
 6 ................................................................................. $30,970 
 7 ................................................................................. $34,930 
 8 ................................................................................. $38,890 
 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

For family units with more than 8 members, add $3,960 for each 
additional person.  (The same increment applies to the smaller family 

sizes also, as can be seen in the figures above.) 
 
Revised 12/14/12 

                                                 
1 Website information:  www.ksbids.state.ks.us 

Determination of Eligibility – K.A.R. 105-4-1(b) and (c):  “An eligible indigent defendant shall mean a person whose combined 
household income and liquid assets equal less than the most current federal poverty guidelines, as published by the U.S. 
Department of Health and Human Services, for the defendant’s family unit.  The court may also consider any special 
circumstances affecting the defendant’s eligibility for legal representation at state expense.”
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IN THE MUNICIPAL COURT OF          , KANSAS 
  
CITY OF      , 
 Plaintiff, 
 
  vs.      Case No.      
 
      , 
 Defendant. 
 
 
 

ORDER APPOINTING COUNSEL 
 
 
 

Having been charged with the commission of a violation of a city ordinance, to 
wit:               
in violation of Ordinance Number    , and having been determined an 
indigent in accordance with K.S.A. 22-4501, et seq., the accused person named above 
is entitled to appointment of counsel pursuant to K.S.A. 12-4405. 
 
 IT IS THEREFORE ORDERED that      , attorney, is 
hereby appointed to represent the above-named person during the prosecution and trial 
of said person before the Municipal Court. 
 By order of the Court this    day of     , 20   . 
 
 
 
              
       Judge of the Municipal Court 
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IN THE MUNICIPAL COURT OF THE CITY OF     , KANSAS 
 
City of     , Kansas 
 

vs. 
 Docket Number:   

  
FIRST NAME            LAST NAME 
 
 

WAIVER OF RIGHT TO COUNSEL AND TRIAL 
 

 I,  , knowing that it is advisable to be 
                        (NAME) 
represented by an attorney and knowing the disadvantage of self-representation, hereby waive and 
give up my right to counsel in this action.  I understand: 
 
 (1) The nature of the charges against me is 
 
 (2) The maximum punishment which could be imposed in this action is               
 
 (3) Any defenses to these charges which I do not raise will be lost. 
 
 (4) That I will be held to the same standards as an attorney in the action. 
 
 (5) That the Judge will not assist me in my defense. 
 
 (6) That no threats or promises have been made to me. 
 
 (7) That if I am unable to afford a lawyer, one will be appointed to me. 
 
 Having considered the foregoing and in spite of the Court’s admonitions of the 
disadvantages of self-representation, I nevertheless waive and give my right to counsel. 
 
              
 Date Signature 
 

ORDER 
 

 Now on this    day of      , 20    , the defendant in the 
above-entitled case appeared before me and made a knowing and intelligent waiver of his right to 
counsel. 

      
Municipal Court Judge 
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CHAPTER 14.  ORDINANCE TRAFFIC INFRACTIONS 
 

14.01 GENERALLY 
 

 An ordinance traffic infraction is defined in K.S.A. 12-4113(m) as “a violation of 
an ordinance that proscribes or requires the same behavior as that proscribed or 
required by a statutory provision that is classified as a traffic infraction in K.S.A. 
8-2118 and amendments thereto.”  K.S.A. 8-2118 contains the State Uniform 
Fine Schedule.  Traffic offenses contained in the Uniform Fine Schedule are 
traffic infractions under state law.  If a traffic offense is classified as a traffic 
infraction under state law, then the same offense is an ordinance traffic infraction 
when it involves the violation of a city ordinance (K.S.A. 8-2118(d)).  Charts 
listing moving and nonmoving violations are found in Chapter 18. 

 
14.02 STANDARD TRAFFIC ORDINANCE BOOK EXPLANATION  
 

 The Standard Traffic Ordinance for Kansas Cities, a booklet published by the 
League of Kansas Municipalities, is designed to provide a comprehensive traffic 
code for Kansas cities.  The Standard Traffic Ordinance for Kansas Cities is 
commonly called “STO” and it is published yearly after the Legislature has 
passed new laws for the year.  Booklets may be ordered by writing the League of 
Kansas Municipalities, 300 SW 8th Street, Topeka, Kansas 66603. 

 
 The STO cannot take effect in a city until the governing body has passed and 

published an ordinance incorporating it into their city code.  It is not necessary to 
publish the booklet in the newspaper if it is properly incorporated by reference; 
however, it is necessary to publish the incorporating ordinance.  Information 
referencing incorporating an ordinance may be found on page 3 of the STO. 

 
 The STO basically parallels state traffic laws.  Additional provisions for local 

regulations, if any, can be added to the city code or provisions may be deleted 
from the ordinance. 

 
 The Standard Traffic Ordinance for Kansas Cities booklet is divided into Articles 

and Sections.  The “Articles” group common or related offenses together and the 
“Sections” classify each offense under the Articles.  For example:  Article 6 is 
titled “Serious Traffic Offenses,” Section 30 is titled “DUI.”  When cited with DUI, 
the violation number would be 6-30. 
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 At the end of each section is the statute from which the ordinance was based 
(K.S.A. 8-1608). 

 
 Appendix A is a listing of statutes or limiting powers of cities. 
 
 Appendix B is a listing of traffic infractions.  The fine for violation of these 

sections must be established by the municipal judge in a schedule of fines. 
 
14.03 SCHEDULE OF FINES 
 

K.S.A. 8-2118(d) requires the municipal judge to establish a schedule of 
fines for all ordinance traffic infractions.  The fines may vary from those 
established in the state Uniform Fine Schedule; however, the fines must be 
within the minimum and maximum allowable fines established by ordinance for 
such offenses by the governing body (K.S.A. 12-4305).  K.S.A. 12-4305 states 
“The schedule of fines and persons authorized to accept such pleas shall be 
conspicuously displayed in the office where such voluntary appearance, plea of 
guilty and payment of fine occurs.” 

 
 In addition to ordinance traffic infractions, the municipal judge may establish a 

schedule of fines for the violation of certain other ordinances.  Again, the fines 
must be within the minimum and maximum set by the governing body.  The 
following traffic violations are specifically excluded from any schedule of fines: 

 
a. reckless driving; 

 
b. driving while under the influence of alcohol or drugs, or both, or driving 

with a blood or breath alcohol concentration of .08 or more; 
 

c. driving without a valid license issued or on a cancelled, suspended, or 
revoked license; 

 
d. fleeing or attempting to elude a police officer; or 

 
e. offenses comparable to those proscribed by K.S.A. 8-1602, 8-1603, and 8-

1604 (leaving the scene of an accident; failure to produce required 
information or proof of liability insurance; failure to render aid). 
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If a person voluntarily enters an appearance, waives right to trial, and pleads 
guilty or no contest, the fine imposed can be no greater than the amount 
specified in the fine schedule.  

 
14.04  FEES 
 
 The State of Kansas requires municipal courts to collect fees on court cases 

filed.  These fees are to be remitted to the State Treasurer.  (The distribution of 
State mandated fees is addressed in Section 16 Administration; pg. 16-14) 
 

14.05 PAYMENT OF FINES 
 
A person charged with an ordinance traffic infraction or other ordinance violation 
contained in a schedule of fines may make a payment by mail or in person, and 
the payment may be by personal check.  The complaint charging the violation is 
not complied with if a check is not honored for any reason or the fine is not paid 
in full prior to the time specified in the notice to appear.  If a person makes 
payment without executing a written waiver of right to trial, and plea of guilty or 
no contest, the payment itself is deemed an appearance, waiver of right to trial, 
and plea of no contest. 
 
The municipal judge may authorize the clerk or some other person to accept a 
voluntary appearance, plea of guilty or no contest, and payment of the fine 
imposed by the fine schedule.  (K.S.A. 12-4305) 
 

14.06 ARREST AND WARRANTS 
 
A law enforcement officer may not arrest a person who is charged only with 
committing an ordinance traffic infraction unless the person charged has 
received service of notice to appear and has failed to appear for the ordinance 
traffic infraction (K.S.A. 12-4212).  Similarly, no warrant can be issued for an 
ordinance traffic infraction, unless the person charged has received service of a 
notice to appear and has failed to appear for the ordinance traffic infraction 
(K.S.A. 12-4209). 
 

14.07 NOTICE TO APPEAR; EXPLANATION OF RIGHTS 
 
When a person is stopped and charged with an ordinance traffic infraction, the 
law enforcement officer issues the person a notice to appear.  The law 
enforcement officer must: 
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1. Enter on the notice to appear the appropriate fine specified in the fine 

schedule established by the municipal judge; or 
 
2. Provide the person with a copy of the fine schedule established by the 

municipal judge; or 
 
3. Direct the person charged to contact the clerk of the municipal court to 

determine the applicable fine.  The notice to appear must provide a place 
where the person charged may make a written entry of appearance, waive 
the right to a trial, and plead guilty or no contest. 

 
 Either the notice to appear or a separate form provided by the law enforcement 

officer must provide an explanation of the person’s right to appear and right to 
trial, the person’s right to pay the appropriate fine prior to the appearance date.  
Failure to either pay the fine or appear at the specified time may result in the 
suspension of the person’s driver’s license and/or issuance of a warrant for the 
person’s arrest.  The law enforcement officer must provide the person with the 
telephone number and address of the municipal court to which the entry of 
appearance, waiver or trial, plea of guilty or no contest, and payment of fine is to 
be mailed. 

 
14.08 FAILURE TO APPEAR 
 
 When a person fails to comply with a traffic citation (including a citation for an 

ordinance traffic infraction), except for illegal parking, standing, or stopping, the 
court must mail notice to the person that if the person does not appear or pay “all 
fines, the courts costs and any penalties within 30 days from the date of mailing, 
the Division of Vehicles will be notified to suspend the person’s driving privileges” 
(K.S.A. 8-2110).  A suggested form for the notice is at the end of this chapter. 

 
 If the person fails to comply within 30 days, the court must notify the Division of 

Vehicles electronically.  Driver Solutions will notify the person and suspend the 
person’s driver’s license until the person has complied with the citation. 

 
 When the court notifies Driver Solutions of a failure to comply with a traffic 

citation, the court must assess fees.  The State mandated reinstatement fees as 
shown in Chapter 16.  These fees are in addition to any owed court fines and 
assed only to Kansas drivers. 
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SAMPLE – 30–DAY NOTICE 

 
IN THE MUNICIPAL COURT OF          , KANSAS 

 

 

CITY OF       
    Plaintiff, 
 
  VS.       Case No.     
 
       
    Defendant. 
 
 Charge:         
          
          
 Fine:          
 Court Costs:       
 Total Due:        
 Warrant Deadline:        
 
NOTICE OF FAILURE TO COMPLY WITH TERMS OF CITATION 
 
 You have failed to comply with the terms of the complaint and notice to appear 
described in this notice in that you have not appeared in Court, nor paid the fine and 
costs within the time limit provided in the complaint and notice to appear.  Unless you 
appear in Court or pay the fine and costs before 
 
         
 (Date) 
 
a WARRANT may be issued for your arrest, which may result in greater fines and costs. 
 
 In addition, failure to pay the fine and costs OR schedule an appearance in Court 
within thirty (30) days from the date of this notice will result in notification to the Division 
of Vehicles to SUSPEND your DRIVING PRIVILEGES.  License suspension will result 
in a $59.00 reinstatement fee for each violation (Supreme Court Surcharge $22.00). 
 
Date:      
 
            
      Judge of the Municipal Court 
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CHAPTER 15.  DRIVING UNDER THE INFLUENCE 
OF ALCOHOL OR DRUGS (DUI) AND REFUSAL TO SUBMIT 

 
 

15.01 PENALTIES  
 

The state statute established the minimum and maximum penalties which may 
be imposed for a first, second, third or subsequent violation.  In any city 
ordinance which prohibits the same acts as K.S.A. 8-1567, the minimum penalty 
cannot be less nor can it exceed that proscribed by K.S.A. 8-1567.  Please note 
that third violations are only heard in municipal court if included in city ordinance. 
 

 A.  Fines & Imprisonment Upon Conviction 

 

Offense 
Fines: 

Min/Max * 
Imprisonment: 

Min/Max Class Misc. 

1st 
 

$750/$1,000 48 hours/6 months Class B, 
nonperson 
misdemeanor 

 Must serve 48 
consecutive hours of 
imprisonment.  Then 
may be granted 
probation or otherwise 
released.  

 In lieu of 48 hours, may 
perform 100 hours of 
community service. 

2nd $1,250/$1,750 90 days/1 year Class A, 
nonperson 
misdemeanor 

 Must serve 5 
consecutive days of 
imprisonment.  Then 
may be granted 
probation or otherwise 
released.  

 The 5 days can be done 
by serving 48 
consecutive hours of 
imprisonment & then 
120 hours of 
confinement. 
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Offense 
Fines: 

Min/Max * 
Imprisonment: 

Min/Max Class Misc. 

 The confinement is in a 
work release or house 
arrest program.  

 If on house arrest, the 
defendant is monitored 
by an electronic 
monitoring device and 
shall serve 120 hours of 
residential confinement. 

3rd $1,750/$2,500 90 days/1 year Class A, 
nonperson 
misdemeanor 

 Must serve 5 
consecutive days of 
imprisonment.  Then 
may be granted 
probation or otherwise 
released.  

 The 5 days can be done 
by serving 48 
consecutive hours of 
imprisonment and then 
2,160 hours of 
confinement. 

 The confinement is in a 
work release or house 
arrest program. 

 If on house arrest, the 
defendant is monitored 
by an electronic 
monitoring device and 
shall serve 2,160 hours 
of residential 
confinement. 

*$250 of the fine goes to the State Treasurer for the Community Corrections Supervision 
Fund. For details, see K.S.A. 75-4215 and K.S.A. 75-52,113. 
 

In lieu of payment of a fine, the court may order the person to perform community 
service work.  The person shall receive credit on the fine of $5 for each full hour 
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spent performing the community service work.  If the person has not completed 
enough community service to reduce the fine to zero by the date set by the court 
(not more than one year after the fine is imposed), the remaining balance shall 
become due on that date. 

 
As an alternative to serving the required imprisonment in a jail facility, some cities 
allow defendants to serve their sentence in a Community Weekend Intervention 
Program (CWIP).  CWIP meets the statutory requirements for imprisonment and 
provides offenders with a minimum of 20 hours of drug and alcohol educational 
programming and instruction. State law defines imprisonment for DUI offenders 
as “any restrained environment in which the court and law enforcement agency 
intend to retain custody and control of a defendant and such environment has 
been approved by the board of county commissioners or the governing body of a 
city.”  K.S.A. Supp. 8-1567(n) 
 
The days of imprisonment may not be reduced for any time spent in custody prior 
to conviction. 
 
The Kansas Traffic Safety Resource Office has information and flowcharts 
related to DUI laws.  http://www.ktsro.org/kansas-traffic-safety-resource-
prosecutor 

 
 B Suspension and Restriction of Driving Privileges 

Upon conviction of a person for DUI, the Division of Vehicles is directed to 
impose suspension and restriction of the person’s driving privileges in 
accordance with K.S.A. 8-1014.  (K.S.A. 8-1567(J)).  The Division of 
Vehicles, rather than the court, has the authority and responsibility for 
suspending and restricting driving privileges for DUI convictions. 
 

 Effective July 1, 2003, the court may order that the convicted person’s 
motor vehicle or vehicles be impounded or immobilized for a period not to 
exceed one year and that the convicted person pay all towing, 
impoundment, and storage fees or other immobilization costs. 
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15.02 OTHER CONSIDERATIONS 
 
 A. Conviction 

For sentencing purposes, a conviction includes entering a diversion 
agreement or being convicted of a violation of K.S.A. 8-1567, or any 
similar law from another state.  The conviction date, not the offense date, 
is used to determine which DUI is being charged or sentenced.  
 
Only convictions and diversions occurring on or after July 1, 2001, shall be 
taken into account when determining the sentence to be imposed for a 
first or second offender.  In addition, diversion for DUI can only be granted 
once in a lifetime. 
 
In determining the number of convictions, the court should not consider 
any prior conviction or diversion in which the person neither had, nor 
waived any right to the assistance of counsel.  State v. Priest, 239 Kan. 
681, 722 P.2d 576 (1986); State v. Oehm, 9 Kan.App.2d 399, 680 P.2d 
309 (1984). 

 
 B. Plea Bargaining 

No plea bargain agreement may be entered into or approved if the 
purpose is to allow the defendant to avoid the mandatory penalties. 
(K.S.A. 8-1567(m))  While it’s not the judge’s responsibility to second-
guess the prosecutor’s decision, the judge should inquire about the basis 
for the agreement.  The prosecutor may not believe they have sufficient 
evidence to make the case.  Diversions are not considered plea bargains. 

 
 C. Alcohol and Drug Evaluation  

An alcohol and drug evaluation shall be conducted on any person whom 
the prosecutor considers for a diversion agreement.  K.S.A. 2014 Supp. 8-
1025 
 
Prior to sentencing for any conviction, the court shall order the person to 
participate in an alcohol and drug evaluation conducted by a provider in 
accordance with K.S.A. 8-1008.  The person shall be required to follow 
any recommendation made by the provider after such evaluation, unless 
otherwise ordered by the court. 
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As of July 1, 2013, all alcohol and drug evaluations shall utilize a 
standardized substance use evaluation approved by the secretary for 
aging and disability services and be submitted in a format approved by the 
secretary.  The costs of any alcohol and drug evaluation, which is a 
minimum of $150, must be paid by the defendant directly to the evaluator.  
If the court finds the defendant to be indigent, the evaluation fee can be 
assessed as part of the cost of the case.  

 
 D. Costs of Treatment and Education  

The costs of any alcohol and drug education, rehabilitation, and treatment 
programs, must be paid by the person convicted of DUI.   

 
 E. Restitution 

State law requires that city DUI ordinances include a provision authorizing 
the court to order the defendant pay restitution to any victims.  See K.S.A. 
8-1567(k)(4) and K.S.A. 8-1019(c)  

 
 F. Victim Impact Statement 

Before sentencing a person convicted of DUI resulting in serious bodily 
injury or death, the court must try to notify the victim or the victim’s family. 
They shall be given an opportunity to make a statement as to the impact 
of the offense on their lives.  (K.S.A. 8-1019(b)).  

 
15.03 COMMERCIAL MOTOR VEHICLES 
 

Drivers of commercial vehicles are governed by the Uniform Commercial Driver’s 
License Act (K.S.A. 8-2,125, et. seq.).  Commercial motor vehicles and 
exemptions are defined in K.S.A. 8-2,128 and 8-2,127. 
 
There are additional penalties for driving a commercial motor vehicle while under 
the influence of alcohol or drugs.  Also, the threshold for DUI is lower, .04 instead 
of .08.  If someone is driving with a BAC of .08, they are in violation of both 8-
1567 (standard DUI) and 8-2,144 (CDL DUI).  See K.S.A. 8-2,144 for more 
information. 
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An individual will temporarily or permanently be disqualified from driving a 
commercial motor vehicle upon certain DUI-related occurrences.  See K.S.A. 8-2, 
142 for more information. 

 
15.04 REFUSAL TO SUBMIT 
 

The following penalties for refusing to submit to a test to determine the presence 
of alcohol or drugs apply if the person has either had a prior test refusal or has a 
previous conviction or diversion for DUI.  This is not a violation that an officer 
would write, but that a prosecutor would add to a ticket. 
 
First conviction – Class A, nonperson misdemeanor  
 

 Fine: Minimum $1,250, Maximum $1,750 
 Imprisonment: Minimum 90 days, Maximum 365 days 

o Must serve at least 5 consecutive days before being granted probation, 
suspension, or reduction of sentence or parole or otherwise released. 

o That can be done by serving 48 consecutive hours of imprisonment 
and then 120 hours of residential confinement via house arrest or 120 
hours of confinement via work release program. 

 
Second conviction – Class A, nonperson misdemeanor  
 

 Fine: Minimum $1,750, Maximum $2,550 
 Imprisonment:  Minimum 90 days, Maximum 365 days 

o Must serve at least 90 days before being granted probation, 
suspension, or reduction of sentence or parole or otherwise released. 

o That can be done by serving 48 consecutive hours of imprisonment 
and then 2,160 hours of residential confinement via house arrest or 
2,160 hours of confinement via work release program 

 
See K.S.A. 8-1001 and K.S.A.8-1025. 
 
The court shall order the defendant to participate in an alcohol and drug 
evaluation and follow any recommendations.  K.S.A. 8-1008.  
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SAMPLE 
 
 

 IN THE MUNICIPAL COURT OF           , KANSAS 
 
CITY OF       
        Plaintiff, 
 
  vs.     Case No.      
 
       
        Defendant. 
 
 

ORDER FOR EVALUATION 
 

 Now on this   day of  , 20  , the Court finds that 
the defendant in the above captioned matter is in need of a/an alcohol/drug/mental 
evaluation for the purposes of determining sentencing. 
 
 IT IS THEREFORE ORDERED that the defendant be evaluated by    
   and that a report of the findings of said evaluation be 
forwarded to the Court as soon thereafter as is practical. 
 

 

              
      Judge of the Municipal Court 
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CHAPTER 16.  ADMINISTRATION 
 

16.01 GENERALLY 
 
 Administration is primarily the responsibility of the municipal judge, whether the 

judge is alone or has a large staff of clerks.  While the judge is responsible for the 
custody and control of all court records, most of the administrative functions may 
be delegated to and handled by a clerk.  The clerk is answerable to the judge, 
who in turn is directly responsible to the municipality and the judicial system as a 
whole.  The clerk carries out the instructions of the judge to establish and 
maintain adequate fiscal, personnel, clerical, and administrative policies and 
procedures for the efficient functioning of the court and the court office. 

 
 The clerk (or the judge, if there is no clerk) must establish and supervise a 

workable system which will provide complete clerical and administrative 
procedures for the daily activities of the court; the traffic violations bureau, if one 
is in operation; and the court office itself.  This system includes the acceptance of 
all complaints and notices to appear from the police department, as well as 
general complaints received from the city prosecutor.  These tickets and 
complaints must be compiled, processed, and docketed. 

 
 The method of issuing warrants, notices to appear, subpoenas, and other court 

documents varies with different courts.  In some courts, the clerk prepares these 
documents. 

 
16.02 DOCKETS 
 
 Every municipal court is required to maintain a docket, which is a permanent 

record of all actions and proceedings in the municipal court.  An example of a 
docket sheet is included at the end of this chapter.  The type of docket will vary 
with the individual court.  A loose-leaf form may be the most satisfactory for 
courts with a large caseload and facilitates the transfer of docket sheets from 
current to permanent binders.  However, many smaller communities still use the 
bound volumes in which each entry is handwritten. 

 
 There are two general types of docketing presently in use.  One of these is a 

daily entry system called dated docketing.  This system seems to work best in 
small communities.  All cases which are to be heard on a certain court date are 
entered consecutively in the docket book under a given court date.  Whatever 
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number of entry spaces is unused on the final docket sheets on any certain court 
date are left blank. 

 
 The second, and some believe superior, system of docketing is called general or 

indiscriminate docketing.  The general docketing procedure dockets cases in 
open fashion as they come into the court office.  Using this system, it makes no 
difference in what order the cases are docketed, so far as the individual court 
date is concerned.  The docket number is the controlling factor.  With this 
procedure, a docket book can be made up as far in advance of any single court 
date as the clerk can accomplish or believes advisable.  This system also 
eliminates the vacant entry spaces on the docket sheets.  General docketing is 
the only practical system for cities where court sessions are conducted every day 
or several times a week. 

 
 For any docket, the most important considerations are: 
 

a. required entries that are made promptly, carefully, and legibly; 
 
b. dockets that are accessible, old volumes as well as new; 
 
c. dockets that are carefully preserved in a manner minimizing risk of 

mutilation or destruction; 
 
d. dockets that are filed numerically so loss or theft may be easily detected; 
 
e. dockets that show evidence of a concise and complete account of the 

proceedings and a record thereof; and 
 
f. dockets that are accurately indexed for quick and easy reference. 
 

 As to the actual contents of the docket itself, a docket should include: 
 

a. The name of the accused person; 
 
b. The name of the complainant; 
 
c. The nature of the offense; 
 
d. The date of trial; 
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e. Any continuances, stating at whose request; 
 
f. The names of witnesses; 
 
g. The findings of the court; 
 
h. The judgment and sentence; 
 
i. The date of payment of any fine; 
 
j. The date of issuing commitment, if any; 
 
k. The fact of an appeal having been taken; and 
 
l. Any other relevant information. 
 
(K.S.A. 12-4106 and 12-4108) 
 

 The clerk may prepare as many dockets as necessary for the court and forward 
copies to any other departments or offices that need them, such as Chief of 
Police, Police Department Records Division, the City Prosecutor’s office, etc. 

 
16.03 INDEXING 
 
 Some form of accurate reference indexing is essential.  One procedure is: 
 

a. Number each case as it is filed, beginning at the first of the year with a 
number signifying the year, followed by the number of the case, i.e., the 
second case filed in 1996 is 96-2.  This system prevents number buildup 
and provides an additional reference tool. 

 
b. Each case should be indexed and cross-indexed alphabetically using the 

last names and initials of all parties.  The index should also include the 
docket-number. 
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16.04 ACCOUNTING 
 
 Proper fiscal management is essential to protect the integrity and efficiency of the 

court.  Standardized procedures adapted to local needs should be established.  
The clerk of the court should maintain daily records of monies received and paid 
out by the court.  The records should be broken down to show bond payments 
and fine money paid to the court, as well as all fees for witnesses.  All such 
revenues received by the court must be strictly accounted for and transmitted 
periodically to the city treasurer’s office.  The Code of Procedure for Municipal 
Courts provides such deposits must be made at least once a month.  However, 
in some areas, a daily deposit will be necessary.  The clerk should receive and 
maintain written receipts for all funds transmitted to the city treasurer or finance 
department. 
 
A. Reinstatement Fee (Kansas Driver’s Licenses Only)  

 
 When the court notifies Driver Solutions of a failure to comply with a traffic 

citation, the court must assess a reinstatement fee of $81 for each charge 
which is unsatisfied, which includes $59 required by K.S.A. 8-2110(c) and 
the $22 judicial branch surcharge as outlined in Chapter 14, Section 
14.09.  A reinstatement fee is in addition to any fine, court costs, or other 
penalties.  The court must, at least monthly, remit all reinstatement fees to 
the state treasurer.  This reinstatement fee must be collected regardless of 
the disposition of the charge. 

 
B. Judicial Branch Education Fund Fee 
 

 In each case in which there is a finding or plea of guilty, a plea of no 
contest, forfeiture of bond, or a diversion, an assessment must be made 
for the training, testing, and continuing judicial education of municipal 
judges.  The amount of the assessment is currently fixed by the Supreme 
Court at $1.00.  (15 SC 97, see manual page (16-14).  Parking violations 
are not subject to the assessment.  If more than one complaint is filed 
against a person arising out of the same incident, all of those complaints 
should be considered as one case and only one half-dollar should be 
assessed.  The judge or clerk must remit all such assessments received to 
the state treasurer for deposit in the state treasury to the credit of the 
Judicial Branch Education Fund.   
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 Remittances must be made at least monthly, except that remittances 
may be withheld until the month in which at least $250 accumulates, or if 
less than $250 accumulates for the year, then the amount on hand 
December 31 of the year must be remitted to the state treasurer.  (See 
K.S.A. 12-4116 and the Supreme Court Order at the end of this chapter.) 

 
C. Law Enforcement Training Center Fund ($20)  
 

 In each case filed in municipal court charging a crime other than a non-
moving traffic violation where there is a finding of guilty, plea of guilty, plea 
of no contest, forfeiture of bond, or a diversion, a sum in an amount of $20 
shall be assessed.  The $20 assessment shall be credited as follows: 

 
a) $1 to the Local Law Enforcement Training Reimbursement Fund 
b) $11.50 to the Law Enforcement Training Center Fund 
c) $2 to the Juvenile Detention Facilities Fund 
d) $.50 to the Protection from Abuse Fund 
e) $.50 to the Crime Victims Assistance Fund 
f) $1 to the Trauma Fund  
g) $2.50 to the Kansas Commission on Peace Officers Standard 

Training Fund 
h) $1.00 fee to the DOC Forensics Psychologist Fund 

  
 The municipal judge or clerk must remit the assessments received at least 

monthly to the state treasurer.  For the purpose of determining the amount 
to be assessed, if more than one complaint is filed against one individual 
arising out of the same incident, all such complaints shall be considered 
as one case (See K.S.A. 12-4117). 

 
D. Community Corrections Supervision Fund 

 
The State requires $250 from each fine imposed for DUI to be submitted 
to the State Treasurer. 
 
On and after July 1, 2012, the amount of $250 from each fine imposed for 
a violation of a city ordinance prohibiting the acts prohibited by K.S.A. 8-
1567 or 8-2,144 or section 2, and amendments thereto, shall be remitted 
by the judge or clerk of the municipal court to the state treasurer in 
accordance with the provisions of K.S.A. 75-4215, and amendments 
thereto.  



 16-6 

The municipal judge or clerk must remit the assessments received to the 
State Treasurer on the State Treasurer’s report along with remittance of 
the other aforementioned state fees in sections A, B, and C. 
 

E. Human Trafficking Fund 
 
 2013 HB 2034 established the Human Trafficking Victim Assistance Fund, 

which is funded by fines imposed and collected.  The funds are to be used 
to pay for training and support care, treatment, and other services for 
victims of human trafficking and commercial sexual exploitation of a child. 

 
 Fines collected for offenses such as human trafficking, sexual exploitation 

of a child, and buying or selling sexual relations must be forwarded to the 
Human Trafficking Victim Assistance Fund. 

 
 Note:  In the context of this law, the terms "buying sexual relations" deals 

and "selling sexual relations" deal with what people sometimes call 
"prostitution." 

 
16.05 DEPOSIT OF COURT RECORDS WITH SUCCESSOR 
 

 Upon expiration of the term of office, each judge has the duty to turn over to the 
judge’s successor all of the official court records. 

 
16.06 AMENDMENT OF COURT RECORDS 
 

 The court may correct clerical errors in judgments, orders, or other parts of its 
records at any time.  While no judicial error may be corrected under the guise of 
correcting a clerical error, the municipal judge may correct an illegal sentence at 
any time.  (K.S.A. 12-4513) 

 
16.07 REPORTS TO STATE AGENCIES 
 

A. Report to the Department of Revenue, Division of Vehicles 
 

 Under state law (K.S.A. 8-2115), the judge or clerk of the municipal court 
must electronically send to the Department of Revenue, Division of 
Vehicles, an abstract of conviction or forfeiture of bail or bond for any 
person who is convicted or who forfeits bail or bond upon a charge of 
violating any of the provisions of the traffic code within ten (10) days of the 
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conviction or the forfeiture of bail or bond.  It is recommended the clerk of 
the municipal court wait until the expiration of the tenth day before sending 
in the abstract so a timely notice of appeal will be included.  The abstract 
shall be forwarded in an electronic format approved by the Division.  A copy 
of the form furnished by the Division of Vehicles is included at the end of 
this chapter.  The judge or clerk must certify the abstract to be true and 
correct. 

 
B. Report to the Judicial Administrator 
 

There is a provision in the Code of Procedure (K.S.A. 12-4106) which 
requires the judge to furnish any information requested by the Judicial 
Administrator or the Supreme Court.  The Supreme Court has approved a 
form for an annual caseload report (due by July 15) by all municipal 
judges in the state.  A copy of the form and accompanying instructions is 
included at the end of this chapter.  Annual caseload reports should be 
sent to:  Office of Judicial Administration, 301 SW 10th Avenue, Topeka, 
KS 66612-1507. 

 
ADSAP:  Until 2011, the statute required courts to place a $150.00 fee on 
all DUI cases to cover a substance abuse assessment, which was called 
an Alcohol and Drug Safety Action Program (ADSAP).  The statute at the 
time required that "the clerk of the court shall deposit all assessments 
received under this section in the alcohol and drug safety action fund of 
the court."  The statute also required that the "court shall compile a report 
[of the ADSAP fund] and send such report to the office of the state judicial 
administrator on or before January 20 of each year." 
 
These provisions were stricken from the statute in 2011, but the statute 
made no official provision for what was to be done with the remaining 
ADSAP fund balances.  Some cities keep this account active and OJA still 
requires this annual report in order to track ADSAP fees imposed prior to 
the 2011 changes. 

 
C. Report to Kansas Bureau of Investigation (KADR) 
 

Effective July 1, 1993, the municipal judge must ensure information on 
dispositions for ordinance violations that are comparable to class A and B 
misdemeanors or assaults under state statutes is forwarded to the KBI.  
The information must be sent within 30 days of final disposition on the 
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form approved by the Attorney General.  The information will be used in 
determining the criminal history of persons sentenced for felonies under 
the state sentencing guidelines.  See Chapter 18 for a list of class A and B 
misdemeanors under state law. 

 
State statute allows for the collection of fees to cover the costs incurred 
during the process of fingerprinting defendants convicted of class A and B 
misdemeanors or assault as defined in K.S.A. 1995 Supp. 12-4517. 

 
16.08 REPORT TO THE LOCAL GOVERNING BODY 
 

The clerk of the court may make a monthly or other type of periodic report to the 
local governing body of the municipal court cases processed and revenues 
received.  Many cities require such a report by municipal ordinance. 

 
16.09 RETENTION OF RECORDS 
 

Supreme Court Order 138 sets requirements for the retention of municipal court 
records.  See Supreme Court Order at the end of this chapter. 
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MUNICIPAL COURT CASELOAD SUMMARY 
For the Period July 1, 20___ – June 30, 20___ 
Municipal Court of the City of  

 
 
1. NUMBER OF CASES FILED DURING YEAR 
 a. Reckless Driving .............................................................................    
 
 b.  Driving Under the Influence ........................................................    
 
  c. Fleeing a Police Officer ..................................................................    
 
 d.  Other Traffic Violations  (excluding parking violations) ..........    
 
 e. Crimes Against Persons (e.g., assault, battery) ..........................    
 
 f. Crimes Against Property (e.g., theft, criminal damage, 
   vandalism) ......................................................................................    
 
  g. Cigarette and Tobacco Infractions Issued to Minors .................    
 
 h. Other Crimes (against government, public safety, 
  public morals, etc.) .........................................................................    
 
 TOTAL FILINGS THIS YEAR 
 
                                                            
2. NUMBER OF CASES DISPOSED OF DURING YEAR 
 
 Driving Under All Other 
  the Influence   Cases 
 
 a. Guilty Pleas .................................................      
 
 b.  Bond Forfeitures .........................................      
 
 c.  Dismissals ....................................................      
 
 d. Trials (on plea of not guilty) .....................      
 
  e.  Diversion Agreements ...............................      
 
 TOTAL DISPOSITIONS THIS YEAR        +       =  
 
 
3. NOTICES OF APPEAL TO THE DISTRICT COURT    
 (Filed this year) 
 
 
SIGNATURE: _________________________________________________________________________  
 
RETURN FORM BY JULY 15, 20___, TO:  Denise Kilwein, Office of Judicial Administration,  
       301 S.W. 10th Avenue, Topeka, KS  66612-1507 (785) 296-2256 
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MUNICIPAL COURT CASELOAD SUMMARY 
 

Municipal caseload statistics are reported on an annual basis.  If your court has no cases to report 
for the year, either filed or disposed of, put a zero for numbers 1 and 2 on the form. 
 

COMPLETING THE SUMMARY REPORT FORM 
 

1. NUMBER OF CASES FILED DURING THE YEAR 
Under each category (a - h), enter the total number of cases in that category filed during 
the year.  Add “a” through “h” and enter the number in TOTAL FILINGS THIS YEAR. 

 
NOTE: Multiple offense charges for one person stemming from one event are 

considered one case even though there may be several charges listed on one 
ticket, or there may be more than one ticket issued based on the event; count the 
multiple charges as one case on the statistical report.  Always choose the most 
serious offense to report. 

 
 2. NUMBER OF CASES DISPOSED OF DURING THE YEAR 

Enter the total number of cases disposed of for each category listed below during the 
year.  The left side is for recording only the dispositions of cases filed as Driving Under 
the Influence.  The right side is for recording dispositions on all other cases. 
 
a. Enter the number of cases disposed of by guilty pleas, including nolo contendere 

(no contest) pleas. 
 
b. Enter the number of cases disposed of by bond forfeitures. 
 
c. Enter the total number of cases dismissed. 
 
d. Enter the total number of trials to the judge on pleas of not guilty. 
 
e. Enter the total number of cases disposed of by diversion agreements. 
 
NOTE: Diversion Agreements are reported as disposed of at the time an agreement is 

filed, not after the program has been completed.  If the motorist does not live up 
to the diversion agreement, count the subsequent prosecution as a new case. 

 
Add “a” though “e” under DUI and All Other Cases, recording the total in TOTAL 
DISPOSITIONS THIS YEAR in the appropriate column.  

 
3. NOTICES OF APPEAL TO THE DISTRICT COURT 
 Enter the number of cases appealed to the district court during the year.   

 
 Please contact Denise Kilwein for additional forms, questions you may have completing the form, 

or name and address changes. 
 
  Office of Judicial Administration  (785) 296-2256 
  Denise Kilwein 
  301 SW 10th Avenue 
  Topeka, KS  66612-1507 
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Kansas Department of Revenue 
Division of Vehicles 

ABSTRACT OF CONVICTION 
 

NAME    ADDRESS       
 
CITY      STATE     ZIP    
 
D.L. No.    D.O.B.        
 
VEHICLE REGISTRATION NO.      CONVICTING COURT      
 

 □ Represented by Counsel          
     (Name) 

 □ Written Waiver of Counsel Filed with Court 
 
STATUTE OR ORDINANCE VIOLATED: 

                                   COMMERCIAL VEHICLE  □ 
    HAZARDOUS MATERIAL  □  
OFFENSE:            ACCIDENT  □ 
 
    
   
DIVERSION:  Driving Under the Influence of Alcohol or Drugs – DATE ENTERED:       
 
If convicted of Vehicular Battery or Aggravated Vehicular Homicide, was the Act committed while committing a 
violation of: 

No □       K.S.A. 8-1566      □   K.S.A. 8-1567      □      or          K.S.A. 8-1568       □  

□ Infraction    Case No.         

□ Misdemeanor 

□ Felony    Occurrence Date        
              
 

COURT ACTION 

A.   PLEA: □ Guilty  □ Not Guilty □ Nolo Contendere  □ Bond Forfeited 

B.   FINDING BY: □ Court  □ Jury         
  (Date of Conviction) 

 □ Found Guilty □ Found Guilty, As Amended      

 □ Found Not Guilty □ Dismissed 
 
C. JUDGMENT: 
  Fine $    Costs $    Jail Days       
 
D. DRIVER’S LICENSE: 

 □  Suspended   For      
      (Period of Time) 

 □  Revoked   For      
      (Period of Time) 

 □  Restricted   For          
      (Period of Time) 
OTHER ORDERS:        
 
         
 “I certify that the above is a true and correct abstract of the court record in this case as required by K.S.A. 8-2115 or K.S.A. 8-253.” 
 
      
(Signature of Judge of Clerk)      
 
DC-7   
(Rev.7/99)  
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Form No. JA-105 B 
Statement of ADSAP Assessments and Expenditures 

Pursuant to K.S.A. 8-1008(e) 
January 1, 20XX through December 31, 20XX 

                  
 
Municipal Court in the City of                               
 
                 This municipal court does not hear DUI cases. 
 
                 Assessments are paid to the provider of service by the defendant and 

not through the court. 
 
BEGINNING BALANCE 
 (1) Beginning Balance as of  
  January 1, 20XX  $                          
 
ASSESSMENTS 
 (2) Assessments Deposited  $     
 
EXPENDITURES 
 (3a) Dollar Amount to Certified 
  Providers of Service $                                    
                                                                 
 (3b) Dollar Amount to SRS per 
  K.S.A. 8-1008(e) $                                    
 
 (3c) Dollar Amount for Other 
  Administrative Purposes $                                    
 
 (3d) Total Dollar Expenditures  $                         
 
ENDING BALANCE 
 (4) Ending Balance as of 
  December 31, 20XX  $     
 
 
                        
 Signature of Municipal Judge         Date 
 
      
 Printed Name of Municipal Judge 
 
 
        Prepared by   (please print)                                Telephone number                    
 

Submit statement before January 20, 20XX to: 
 

Office of Judicial Administration   (785) 296-2256 
301 SW 10th Street, Rm. 337 Topeka, KS  66612-1507                                            FAX:  (785) 296-7076 



 16-13 

Statement of ADSAP Assessments and Expenditures 
(INSTRUCTIONS) 

 
 
 
BEGINNING BALANCE 
 
(1) Enter the balance of the fund as of January 1, 2004.  This figure should be the 

same as the ending balance for December 31, 2003. 
 
 
ASSESSMENTS 
 
(2) Enter the total dollar amount of assessments collected from all sources and 

deposited in the ADSAP fund during the calendar year 2004. 
 
 
EXPENDITURES 
 
(3a) Enter the total dollar amount paid during 2004 to Certified Providers of Service 

who have been certified by the chief judge of your judicial district, per K.S.A. 8-
1008(e), and amendments thereto. 

 
(3b) Enter the total dollar amount paid to the Department of Social and Rehabilitation 

Services per K.S.A. 8-1008(e).  There will be payments made under this 
provision only by courts in districts where the chief judge has not certified 
providers of service. 

 
(3c) Enter the total dollar amount of expenditures made from the fund for other 

administrative purposes during 2004.  K.S.A. 8-1008 authorizes up to ten percent 
of assessments collected to be expended for administrative purposes only. 

 
(3d) Enter the total dollar amount of all expenditures for all purposes during 2004. 
 
ENDING BALANCE 
 
(4) Enter the balance of the ADSAP fund as of December 31, 2004.  This figure is 

the balance of the fund after adding assessments collected during the calendar 
year and subtracting all expenditures made through the calendar year.  This 
ending balance will be the beginning balance for calendar year 2005. 
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 92 SC 34 
 

IN THE SUPREME COURT OF THE STATE OF KANSAS 
 

ORDER 
 
 

 Pursuant to 1992 House Bill 2832 and K.S.A. 12-4116, as amended, the amount of assessment 
for the Judicial Branch Educational Fund is hereby fixed at one-half dollar effective July 1, 1992. 
 
 On and after July 1, 1992, one half-dollar shall be assessed on each municipal court case in 
which there is a finding or plea of guilty, a plea of no contest, forfeiture of bond, or a diversion. 
 
 If more than one complaint is filed against one person arising out of the same incident, all of 
those complaints shall be considered as one case for the purpose of this order, and only one half-dollar 
shall be assessed. 
 
 Charges of parking violations shall not be considered cases for the purposes of this order, and no 
assessment shall be made when the only charge is parking or meter violation. 
 
 The judge or clerk of the municipal court shall remit all money received under the terms of this 
order to the state treasurer for deposit in the state treasury to the credit of the Judicial Branch Education 
Fund.  Remittances shall be made at least monthly, except that remittances may be withheld until the 
month in which at least $250.00 accumulates, or if less than $250.00 accumulates for the year, then the 
amount of hand at December 31 of the year shall be remitted to the state treasurer. 
 
 All municipal court fees credited to the Judicial Education Fund shall be used as set forth in 
section one of 1992 House Bill 2832, including, but not limited to, administering and training, testing and 
continuing judicial education of municipal judges as provided in K.S.A. 12-4114, and amendments 
thereto. 
 
 Effective July 1, 1992, Supreme Court Order 91 SC 1 issued January 3, 1991, is hereby revoked.   
 
 The Reporter is directed to publish this order in the advance sheets of the Kansas Reports. 
 
 BY ORDER OF THE COURT this 24th day of June 1992. 
 
 
 
          /s/ Richard W. Holmes  
          Richard W. Holmes 
          Chief Justice 
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State of Kansas          
Kansas State Treasurer   
ST-21 (07-2013)   
   

 

REPORT AND PAYMENT OF MUNICIPAL COURT REVENUE 

 
 
 
 
A. REINSTATEMENT FEES ($59.00)    $       

 
B. JUDICIAL BRANCH SURCHARGE ($22.00)   $       
 
C. JUDICIAL BRANCH EDUCATION FUND ($1.00)  $       
 
D. LAW ENFORCEMENT TRAINING CENTER FUND ($20.00) $       
 
E. COMMUNITY CORRECTIONS SUPERVISION FEE FUND 
 (DUI Fine $250)      $       
 
F. HUMAN TRAFFICKING VICTIM ASSISTANCE FUND $       
 (Human Trafficking Fine $2,500.00 or $5,000.00) 
 
 
    TOTAL REMITTANCE   $       
 
 
 
               
 
I hereby certify the above to be a true, complete and accurate report and payment of municipal court revenue as 
required to be remitted the State Treasurer by K.S.A. 8-2110 as amended by 2011 Senate Bill 97; 12-4114, 12-4115 
and 12-4116, as amended and Kansas Supreme Court Order 91 SC 1 and 1992 House Bill No. 2832; 12-4117 as 
amended by 2010 Senate Bill No. 434 and 2012 Senate Bill No. 60, Sec. 1; 2013 Sen Sub. For House Bill No. 2034 
and amendments thereto. 
 
 
 
For the Month of   Municipal Court of    
 
Authorized Signature    Date    
 
               
 
Treasurer’s Use Only:     
 
Check #     Please remit to:  Kansas State Treasurer 
     900 SW Jackson Suite 201 
Date       Topeka, Kansas 66612-1235 
      785-296-4147 
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 “How To” Instructions for State Treasurer’s Report Form 
 

It is required by law that certain fees be collected by the court and forwarded to the Kansas State Treasurer. 
Remittance for all fees should be made monthly with the exception of the Judicial Branch Education Fund.  Clerks 
may send in the amount collected each month, but are not required by law to send the Judicial Branch Education 
Fund fees to the State Treasurer until the total amount collected is $250.00 or by December 31.  Send the Driver’s 
License (DL) reinstatements, Law Enforcement Training Fund fees, and Community Corrections Supervision fees in 
monthly. 
 

DL REINSTATEMENTS 
 

Driver’s license reinstatement fees are $59.00 plus Judicial Branch Surcharge of $22.00 for each applicable violation 
(not case).  If a defendant is charged with speeding and running a red light, and is suspended on both violations, the 
total amount the defendant would have to pay for reinstatement fees is $162.00.  After the suspension order is sent to 
the Driver Solutions (DS), they require a reinstatement fee per violation be collected before the driver’s license 
reinstatement notice is sent to DS.  The only reason the reinstatement fee can be waived is if the court made an 
error. 
 
 A. Reinstatement Fees – total of$59.00 fees you have collected during month. 
 B. Judicial Branch Surcharge – total of $22.00 fees you have collected during month. 
 

JUDICIAL BRANCH EDUCATION FUND 
 

The State requires all cases filed, not violations, be assessed the Judicial Branch Education Fund fee (with certain 
conditions).  The fees provide funds for the training of judicial and nonjudicial court personnel.  Parking and seat belt 
violations are exempt. 
 
 C. Judicial Branch Education Fund – total amount collected during month or period or by year end. 
 

LAW ENFORCEMENT TRAINING CENTER FUND 
 

The State requires each case filed, other than a nonmoving traffic violation, be assessed the Law Enforcement 
Training Center Fund fee (with certain conditions).  The fee is disbursed to numerous funds. 

 
 D. Law Enforcement Training Center Fund – total amount collected during month. 
 

COMMUNITY CORRECTIONS SUPERVISION FUND 
 
The State requires $250 from each fine imposed for DUI to be submitted to the State Treasurer. 

 

MONTH, COURT, SIGNATURE AND DATE 
 

Enter 

 Month you are reporting for 

 City of court 

 Signature of person responsible for completion of the form 

 Date form completed 
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SAMPLE OF WRITTEN DOCKET 

 
 
STATE OF KANSAS Before  , Municipal Judge 

   ss. 
    County,  of the City of  , in said County. 

FEES 

 
Fees for 
actual and 
necessary 
services 
rendered 
in this 
action. 

 THE CITY OF,        No.   
       
     Plaintiff 

        MUNICIPAL COURT 
  vs. 
       
     Defendant 
     Fine, $     Costs, $    
   , 20  ,        
 
MADE COMPLAINT on oath, charging that on the     day of  , 20   
in the city of     and county of    , State of Kansas,  
           
did then and there, UNLAWFULLY, WILLFULLY, and        
           
           
           
           
WARRANT ISSUED and dated    , 20  , returnable forthwith. 
SUBPOENA ISSUED on behalf of the Plaintiff and dated     , 20  
SUBPOENA ISSUED on behalf of the Defendant and dated    , 20  
WARRANT RETURNED and filed    , 20 , at    o’clock  M, with the 
following return endorsed thereon, to wit:  RECEIVED THIS WRIT    , 20    
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IN THE SUPREME COURT OF THE STATE OF KANSAS 
 

ADMINISTRATIVE ORDER 138 
 

 WHEREAS, pursuant to Kansas Constitution, Article 3, § 1 (K.S.A. 20-101), the 
Supreme Court has general administrative authority over all courts of this state, 
including municipal courts; and, 
 
 WHEREAS, enactment of the Kansas sentencing guidelines has put new 
emphasis on the complete criminal history of a defendant; and, 
 
 WHEREAS, the Supreme Court has undertaken a review of its record retention 
and preservation policies: 
 
 NOW THEREFORE, IT IS DETERMINED AND ORDERED that any records of 
municipal ordinance convictions of misdemeanors including Reckless Driving  
K.S.A. 8-1566; Driving on a Suspended License K.S.A. 8-262(a); No Driver’s License 
K.S.A. 8-235; Failure to Stop at an Injury Accident K.S.A. 8-1602; Eluding a Police 
Officer K.S.A. 8-1568; and Open Container K.S.A. 8-1599 and all previous cites shall be 
maintained for fifty (50) years from the date of filing unless reproduced in accordance 
with K.S.A. 12-122.  Such reproductions will be deemed to be an original record for all 
purposes in accordance with K.S.A. 12-123. 
 
 THIS ORDER rescinds Administrative Order Number 89 of this Court dated 
March 8th, 1994. 
 
 BY ORDER OF THE COURT this 1st day June 1999. 
 
  FOR THE COURT 
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CHAPTER 17:  MUNICIPAL COURT CLERKS STANDARD CODE OF ETHICS 
 
 The Supreme Court’s Municipal Court Clerks Manual Committee recognizes the 
importance of ethical conduct by its court employees in the administration of justice.  
Municipal Court Clerks hold positions of public trust and are committed to the highest 
standards of conduct.  Municipal Court Clerks observe these standards of conduct to 
preserve the integrity and independence of the judiciary.  The code embodies a 
dedication to upholding and increasing the public’s confidence in the Judicial Branch of 
government and also reflects our commitment to promoting integrity within our 
profession. 
 

National Association for Court Management compiled an ethics code, which has 
largely been adopted into this chapter without changes and can also be found online at 
http://www.fjc.gov/public/pdf.nsf/lookup/court_admin.pdf/$file/court_admin.pdf 

 
 
Article I.  ABUSE OF POSITION AND CONFLICT OF INTEREST  
 

A. Members shall not use or attempt to use their official positions to secure 
unwarranted privileges or exemptions for that member or any other 
person. 

 
B. Members shall not accept, agree to accept, dispense, or solicit any gift or 

favor based upon an understanding that the official actions of the member 
would be influenced thereby. 

 
C. Members shall act so they are not unduly affected or affected by kinship, 

position, or influence of any party or person. 
 
D. Members shall not request or accept any compensation of fees beyond 

that received from their employer for work done in the course of their 
public employment as long as it does not conflict with the performance of 
their official responsibilities or violate this code. 

 
E. Members shall use the resources, property, and funds under their control 

judiciously and solely in accordance with prescribed legal procedures. 
 
F. Members shall avoid conflicts of interests, or the appearance of conflicts, 

in the performance of their official duties. 
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Article II.  CONFIDENTIALITY 
 

A. Members shall not disclose to any unauthorized person confidential 
information. 

 
B. Members shall not give legal advice unless specifically required to do so 

as part of their official position. 
 
Article III.  POLITICAL ACTIVITY 
 

A. Members are free to participate in political campaigns/organizations during 
nonworking hours if such activity does not use, or appear to use, the 
member’s official position or court in connection with such activities. 

 
Article IV.  PERFORMANCE OF DUTIES 
 

A. Members should carry out their responsibilities to the public in a timely, 
impartial, diligent, and courteous manner, strictly adhering to the principles 
embodied in this code. 

 
B. Members shall not discriminate on the basis of, nor manifest by words or 

conduct, a bias or prejudice based upon race, color, religion, national 
origin, gender, or other groups protected by law, in conduct of service to 
the court and public. 

 
C. Members shall enforce or otherwise carry out any properly issued rule or 

order of court and shall not exceed that authority except to perform other 
duties of their positions. 

 
D. Members shall promote ethical conduct as prescribed by this code and 

report any improper conduct by any persons to appropriate authorities. 
 
E. Members shall support and protect the independence of the Judicial 

Branch of government.  Members shall also protect the public’s interest 
and justice for all persons. 

 
F. Members shall uphold the Constitution, laws, and legal regulations of the 

United States and all other governments they serve and never be a party 
to their evasion. 
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G. Members shall promote the growth and development of professional court 
management by improving their work skills and supporting research and 
development in the field. 

 
H. Members shall avoid any activity that would reflect adversely on their 

position or court. 
 
I. Members shall immediately report to appropriate authorities any attempt to 

induce them to violate these standards. 
 
 

OFFICE OF KANSAS DISCIPLINARY ADMINISTRATOR 
(Information provided by http://www.kscourts.org/rules-procedures-forms/attorney-
discipline/default.asp) 
 
The Kansas Disciplinary Administrator’s Office is a state agency in the Judicial Branch 
working under the direction of the Kansas Supreme Court.  The Disciplinary 
Administrator reviews complaints of misconduct against lawyers, conducts 
investigations, holds public hearings when appropriate, and recommends discipline to 
the Supreme Court in serious matters. 
 
They receive no taxpayer or general fund revenue.  The office is funded entirely by 
annual registration fees assessed to all attorneys licensed to practice law in Kansas. 
 
Complaints must be in writing and signed by the complainant.  If a few documents 
would help to explain the complaint, copies can be attached.  Please don’t send original 
documents or voluminous quantities of documents.  If additional documentation is 
needed for the investigation, you will be contacted. 
 
Complaints should be sent to:  Disciplinary Administrator, 701 SW Jackson St., First 
Floor, Topeka, KS 66603-3729. 
 
KANSAS COMMISSION ON JUDICIAL QUALIFICATIONS 
(Information provided from pamphlet prepared and published as a public service by the 
Kansas Commission on Judicial Qualifications, November 1999.) 
 
The Commission of Judicial Qualifications was established by the Supreme Court of the 
State of Kansas on January 1, 1974.  The Commission was created by the court under 
the authority granted by Article III, Section 15 of the Kansas Constitution and in the 
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exercise of the inherent powers of the Supreme Court.  The Commission is charged 
with assisting the Supreme Court in the exercise of the court’s responsibility in judicial 
disciplinary matters.  The Commission consists of fourteen members including six active 
or retired judges, four lawyers, and four non-lawyers.  All members are appointed by the 
Supreme Court and serve four-year terms. 
 
If you believe a judge in the state of Kansas has violated the Code of Judicial Conduct, 
you may register a complaint with the Commission of Judicial Qualifications.  
Complaints must be submitted in writing and signed.  To request a complaint packet, 
please contact: 
 
  Commission on Judicial Qualifications 
  Kansas Judicial Center 
  301 SW 10th Avenue, Room 374 
  Topeka KS 66612-1507 
  785-296-2913 
  judicialqual@kscourts.org 

http://www.kscourts.org/appellate-clerk/general/commission-on-judicial-
qualifications/complaint-form.asp 
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PROCESSING THE ABSTRACT OF CONVICTION 
 
 

.01 GENERALLY 
 
An abstract of conviction is a written statement summarizing a defendant’s identification, 
violation(s) charged and sentencing of the presiding Court.  Completion of this form and 
submission to the Motor Vehicle Department is statutorily required within ten (10) days after 
disposition of the charge. 
 
.02 DEFINING THE ABSTRACT OF CONVICTION 
 
The abstract of conviction may be a form designed by the City, the back of the citation, or the 
form DC-7 that is prepared by the Motor Vehicle Department and may be ordered at no cost to 
the City from MVD at 1-785-296-3671.  Sample forms follow.  See section .05 below. 
 
If the citation or City-designed form is used as the Abstract of Conviction, the following 
information must be included on the form. 
 
 ● If defendant was originally cited for reckless driving, DUI, or eluding a police officer 
 ● If a diversion was filed and the date of filing  
 ● If defendant was represented by counsel or signed a waiver of counsel 
 ● Date of plea 
 ● Type of plea 
 ● Finding and date of finding 
 ● Sentencing information 
 ● Other pertinent information 
 ● Certification of abstract being true and correct 
 ● Signature of the judge or clerk 
 ● Court’s name and address 
  K.S.A. 8-2106 (b) 
 
.03 COMPLETING THE ABSTRACT 
 
Following the directions in completing the appropriate forms as indicated on the following 
pages.  The Court Clerk or a representative of the Clerk must complete and submit the form of 
the disposition 10 days after the completion of the Court disposition.  The abstract in whatever 
form it is completed may be filed by sending the form itself into the Motor Vehicle Department, 
Box 12021, Topeka, KS 66612 or many of the violations may be electronically submitted to 
MVD. 
 
.04 ELECTRONIC SUBMISSIONS 
 
All traffic violations must be electronically submitted to the Motor Vehicle Department within ten 
(10) days after the final disposition.   
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Notice to Appear 
 
The notice to appear in Court on infractions should give the defendant at least five days after 
the alleged violation was cited, unless the person requests an earlier court hearing.  Normally, 
the officer gives the court date to the defendant, but if the clerk notices less time was given by 
the officer, then the defendant should not be penalized for not disposing of the citations before 
the five day limit.  Some Courts would automatically send a notice to the defendant and reset 
the Court Date for one that would give the defendant the statutory five (5) day Court 
appearance. 
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2 
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INSTRUCTIONS: 
 

1. Violator’s full name. 

2. Address of violator. 

3. City of violator. 

4. State of violator. 

5. Zip code of violator. 

6. Violator’s Driver’s License number and violator’s two letter state code if DL is not 
Kansas. 

7. Violator’s date of birth. 

8. License plate number and violator’s two letter state code if DL is not Kansas. 

9. Formal name of court. 

10. Check box if the violator was represented by an attorney. 

11. Place name of attorney if violator was represented by an attorney. 

12. Check box if violator signed a written formal waiver of counsel with the court. 

13. Enter city ordinance number of article and section from the Standard Offense 
Ordinance book (STO). 

14. Check if vehicle being driven during violation is a commercial vehicle. 

15. Check if vehicle being driven during violation was carrying hazardous material. 

16. Check if there was an accident involved when the citation was given to violator. 

17. Common name for violation. 

18. If a diversion agreement was assigned, enter date of diversion. 

19. Never use this area.  Vehicular battery or aggravated Vehicular Homicide is filed 
in District Court. 

20. Check if violation is an infraction.  A list is located in the back of the STO book. 

21. Check if violation is a misdemeanor. 

22. This box will never be checked if violation is filed in Municipal Court. 
 
23. Enter docket number or court identifying number. 

24. Enter date on citation. 
 

Court Action Directions 
 

25. Check appropriate box: 
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Guilty Defendant admits he committed the offense. 
Not Guilty Defendant denies committing the offense as charged. 
Nolo Contendere Defendant does not wish to admit guilt, but realizes that 

he would be found guilty if the City presented evidence. 
Bond Forfeit Defendant placed a cash bond and the court took the 

amount of cash put up to pay the violation. 
 

26. Enter the date of conviction. 

27. Check Court, since municipal court’s do not have jury trials. 
 

Found guilty Defendant was either found guilty by trial or the judge 
finds defendant guilty upon his own plea of guilty or nolo 
contendere, or a bond forfeiture. 

Found guilty, as 
amended 

If violation was amended, write the amended charge. 

Found not guilty Do not send an abstract of conviction to MVD when 
violator is found to be innocent of charge as violated. 

Dismissed Do not send an abstract of conviction to MVD when 
violation is dismissed. 

 
28. Check box if there was a conviction.  Enter the amount of the fine (if a certain 

amount remitted, also reflect in this space.  EXAMPLE:  $50 remit $10). 

29. Check box if court costs were ordered and enter amount of costs.  

30. Check box if judge ordered jail time and place the amount of jail days sentenced 
by the judge. 

31. If driver’s license is suspended, check. 

32. Enter period of time driver’s license was suspended. 

33. Check if driver’s license is revoked. 

34. Enter period of time driver’s license was revoked. 

35. Check if driver’s license is restricted. 

36. Enter period of time driver’s license is restricted. 

37. Enter any other orders the judge has stipulated. 

38. Judge signature or clerk’s signature. 
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Check at top of citation if charged for one of the 
items listed 
 
If diversion entered, X and write date 
 
If represented by attorney, write attorney’s name 
 
If signed a formal waiver, X 

Date of Plea 
 
Check a plea 
 
Date of Conviction 

 
Finding of Court 
 
 
 
Judgment of the Court 
 
 
If Driver’s License Sanction 
taken by court, X and place length of time   
 
 
Signature of Judge or clerk 
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              Top part of defendant’s citation 
can be 

 used for Driver’s License Bond. 
 
 
 

 
 
 
 
 
 
 
 

If defendant wishes to 
plead without appearing on 
non-mandatory offenses, 
this section may be checked 
appropriately and signed. 

If defendant does not sign 
ticket, a plea of nolo 
contendere must be entered 
and a finding of guilty. 
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MUNICIPAL COURT 
   ADDRESS     
        

 Phone Number   
 
 
 
 

 
 
 

Date: 
 
Jessica Ross 
MVD Supervisor 
Box 12021 
Topeka, KS 66612 
 
Defendant: 
DOB: 
DL# 
Citation Number 
 
Dear Jessica: 
 
The court sent to Motor Vehicle Department an abstract of conviction on the above in error. 
 
Please delete this completely from the defendant’s record since it was an error of the Court. 
 
The Court is sorry for the inconvenience. 
 
Sincerely, 
 
 
 
      
Court Clerk 
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K.S.A. 8-2108 
Citation Can Be used for Complaint 

 

   8-2108. Citation deemed lawful complaint.  In the event the form of citation provided for in 
K.S.A. 8-2106 and amendments thereto includes information required by law and is signed by the 
officer preparing it, such citation when filed with a court having jurisdiction shall be deemed to be a 
lawful complaint for the purpose of prosecution for the violation specified.  

   History:  L. 1974, ch. 33, § 8-2108; L. 1975, ch. 39, § 36; L. 1977, ch. 44, § 1; L. 1988, ch. 50, 
§ 3; July 1.  

 

K.S.A. 8-2106 PROCEDURES FOR PROCESSING TRAFFIC 
TICKETS 

8-2106. Traffic citation; procedure.  (a) A law enforcement officer may prepare and deliver to a 
person a written traffic citation on a form approved by the division of motor vehicles, if the law 
enforcement officer stops the person for a violation of: 

 (1)  The uniform act regulating traffic on highways, which violation is a misdemeanor or a 
traffic infraction; 

 (2)  K.S.A. 8-262, 8-287, 8-2,144, 21-3610, 21-3610a, 21-3722, 21-3724, 21-3725, 21-
3728, 21-4101, 40-3104, 40-3106, 41-715, 41-724, 41-727, 47-607, 66-1,111, 66-1,129, 66-
1,139, 66-1,140, 66-273, 66-1314, 66-1324, 66-1330, 66-1331, 66-1332, 68-2104, 68-2106, 
subsection (b) of K.S.A. 79-34,122, or K.S.A. 8-1599, and amendments thereto; 

 (3)  K.S.A. 31-155 and amendments thereto involving transportation of bottle rockets; 

 (4)  K.S.A. 66-1314 or 66-1328, and amendments thereto, and any rules and regulations 
adopted pursuant thereto; 

 (5)  any rules and regulations adopted pursuant to K.S.A. 2-1212, 68-2001 or 31-146, and 
amendments thereto; 

 (6)  any rules and regulations adopted pursuant to K.S.A. 31-133 and amendments thereto 
relating to transportation of materials or fuel; or 

 (7)  K.S.A. 8-1343 through 8-1347 and amendments thereto relating to the child passenger 
safety act; or 

 (8)  K.S.A. 8-2501 through 8-2507 and amendments thereto relating to the safety belt use 
act. 

 (b)  The citation shall contain a notice to appear in court, the name and address of the 
person, the type of vehicle the person was driving, whether hazardous materials were being 
transported, whether an accident occurred, the state registration number of the person's vehicle, if 
any, a statement whether the vehicle is a commercial vehicle, whether the person is licensed to 
drive a commercial motor vehicle, the offense or offenses charged, the time and place when and 
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where the person shall appear in court, the signature of the law enforcement officer, and any other 
pertinent information. 

 (c)  The time specified in the notice to appear shall be at least five days after the alleged 
violation unless the person charged with the violation demands an earlier hearing. 

 (d)  The place specified in the notice to appear shall be before a judge of the district court 
within the county in which the offense is alleged to have been committed. 

 (e)  Except in the circumstances to which subsection (a) of K.S.A. 8-2104, and amendments 
thereto, apply, in the discretion of the law enforcement officer, a person charged with a 
misdemeanor may give written promise to appear in court by signing at least one copy of the 
written citation prepared by the law enforcement officer, in which event the law enforcement officer 
shall deliver a copy of the citation to the person and shall not take the person into physical custody. 

 (f)  When a person is charged with a traffic infraction, the notice to appear shall provide a 
place where the person may make a written entry of appearance, waive the right to a trial and 
plead guilty or no contest.  Such notice to appear shall contain a provision that the person's failure 
to either pay such fine and court costs or appear at the specified time may result in suspension of 
the person's drivers' license as provided in K.S.A. 8-2110, and amendments thereto.  The notice to 
appear shall provide a space where the law enforcement officer shall enter the appropriate fine 
specified in the uniform fine schedule contained in K.S.A. 8-2118, and amendments thereto, for the 
violation charged and court costs in the amount provided by law.  If the notice to appear does not 
do so, the law enforcement officer shall provide a person charged with a traffic infraction a form 
explaining the person's right to appear and right to a trial and the person's right to pay the 
appropriate fine and court costs prior to the appearance date.  The law enforcement officer shall 
provide the person with the address of the court to which the written entry of appearance, waiver 
of trial, plea of guilty or no contest and payment of fine and court costs shall be mailed. 

 (g)  Any officer violating any of the provisions of subsection (f) is guilty of misconduct in 
office and shall be subject to removal from office. 

   History:  L. 1974, ch. 33, § 8-2106; L. 1976, ch. 145, § 34; L. 1984, ch. 39, § 22; L. 1986, ch. 
46, § 1; L. 1988, ch. 266, § 3; L. 1988, ch. 50, § 2; L. 1989, ch. 38, § 43; L. 1990, ch. 41, § 10; L. 
1991, ch. 44, § 1; L. 1993, ch. 110, § 1; L. 1994, ch. 348, § 11; L. 1995, ch. 190, § 7; dL. 2001, 
Ch. 44, § 1; L. 2008, ch. 114, § 2; July 1.  

 
K.S.A. 8-2117 

Prosecution of Juvenile Traffic Offenders 

8-2117. Prosecution of juvenile traffic offenders; disposition. (a) Subject to the provisions of 
this section, a court of competent jurisdiction may hear prosecutions of traffic offenses involving 
any child 14 or more years of age but less than 18 years of age.  The court hearing the prosecution 
may impose any fine authorized by law for a traffic offense, including a violation of K.S.A. 8-1567 
and amendments thereto, and may order that the child be placed in a juvenile detention facility, as 
defined by K.S.A. 2010 Supp. 38-2302, and amendments thereto, for not more than ten (10) days. 
If the child is less than 18 years of age, the child shall not be incarcerated in a jail as defined by 
K.S.A. 2010 Supp. 38-2302, and amendments thereto.  If the statute under which the child is 
convicted requires a revocation or suspension of driving privileges, the court shall revoke or 
suspend such privileges in accordance with that statute.  Otherwise, the court may suspend the 
license of any person who is convicted of a traffic offense and who was under 18 years of age at the 
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time of commission of the offense.  Suspension of a license shall be for a period not exceeding one 
year, as ordered by the court.  Upon suspending any license pursuant to this section, the court shall 
require that the license be surrendered to the court and shall transmit the license to the division of 
vehicles with a copy of the court order showing the time for which the license is suspended.  The 
court may modify the time for which the license is suspended, in which case it shall notify the 
division of vehicles in writing of the modification.  After the time period has passed for which the 
license is suspended, the division of vehicles shall issue an appropriate license to the person whose 
license had been suspended, upon successful completion of the examination required by K.S.A. 8-
241 and amendments thereto and upon proper application and payment of the required fee unless 
the child's driving privileges have been revoked, suspended or canceled for another cause and the 
revocation, suspension or cancellation has not expired. 

 (b)  Instead of suspending a driver's license pursuant to this section, the court may place 
restrictions on the child's driver's privileges pursuant to K.S.A. 8-292 and amendments thereto. 

 (c)  Instead of the penalties provided in subsections (a) and (b), the court may place the 
child under a house arrest program, pursuant to K.S.A. 21-4603b, and amendments thereto, and 
sentence the child to the same sentence as an adult traffic offender under K.S.A. 8-2116, and 
amendments thereto. 

 (d)  As used in this section, "traffic offense" means a violation of the uniform act regulating 
traffic on highways, a violation of articles 1 and 2 of chapter 8 of the Kansas Statutes Annotated 
and a violation of K.S.A. 40-3104, and amendments thereto.  Traffic offenses shall include a 
violation of a city ordinance or county resolution which prohibits acts which would constitute a 
violation of the uniform act regulating traffic on highways, a violation of articles 1 and 2 of chapter 
8 of the Kansas Statutes Annotated, or a violation of K.S.A. 40-3104, and amendments thereto, 
and any violation of a city ordinance or county resolution which prohibits acts which are not 
violations of state laws and which relate to the regulation of traffic on the roads, highways or 
streets or the operation of self-propelled or nonself-propelled vehicles of any kind. 

   History:  L. 1978, ch. 158, § 34; L. 1981, ch. 183, § 1; L. 1982, ch. 182, § 118; L. 1983, ch. 
140, § 1; L. 1986, ch. 161, § 7; L. 1989, ch. 92, § 17; L. 1990, ch. 150, § 2; L. 1993, ch. 209, § 1; 
July 1; L. 2006, ch. 186, § 6i; L. 2007, ch. 195, § 6; July 1.  

K.S.A. 8-2115 
RECORDS OF TRAFFIC CASES 

8-2115. Records of traffic cases; transmittal of abstracts to division; form; effect of 
noncompliance; public inspection of records; notice of final disposition of appeals.  (a) 
Every municipal judge or judge of a court not of record and every clerk of a court of record shall 
keep a full record of every case in which a person is charged with any violation of this act or of any 
other law regulating the operation of vehicles on highways or for the violation of an ordinance of 
any city defining any offense the provisions of which are identical with provisions of this act, or 
fixing a limitation upon the speed of vehicles pursuant to the provisions of this act. 

 (b)  Within ten (10) days after the conviction or forfeiture of bail or an appearance bond of a 
person upon a charge of violating any provisions of this act or other law or city ordinance regulating 
the operation of vehicles on highways, every judge or clerk of the court in which such conviction 
was had or bail or bond was forfeited shall prepare and immediately electronically forward to the 
division an abstract of the record of the court covering the case in which such person was so 
convicted or forfeited bail or bond.  The abstract shall be forwarded in an electronic format 
approved by the division. 
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 (c)  Every court of record also shall forward a like electronic report to the division upon the 
conviction of any person of manslaughter or other felony in the commission of which a vehicle was 
used. 

 (d)  The failure, refusal or neglect of any such judicial officer to comply with any of the 
requirements of this section shall constitute misconduct in office and shall be ground for removal 
therefrom. 

 (e)  The division shall electronically file all abstracts received hereunder at its main office 
and the same shall be open to public inspection during reasonable business hours. 

 (f)  The clerk of any court of record to which a conviction for violation of any of the laws 
described in subsection (a) has been appealed within ten (10) days of the final disposition of such 
appeal shall forward a notification of such final disposition to the division in an electronic format 
approved by the division.  

   History:  L. 1974, ch. 33, § 8-2115; L. 1984, ch. 43, § 1; L. 1986, ch. 84, § 1; L. 1991, ch. 36, 
§ 21; L. 1996, ch. 120, § 2; L. 2006, ch. 103, § 3; July 1, 2007. 
 

K.S.A. 12-4202 
Chapter 12.--CITIES AND MUNICIPALITIES 

Article 42.--CODE FOR MUNICIPAL COURTS; PROSECUTION AND 
ARREST 

 
12-4202. Complaint; requirements; form.  A complaint shall be in writing and shall be signed by the 
complainant.  More than one violation may be charged in the same complaint.  A complaint shall be deemed 
sufficient if in substantially the form of the complaint set forth in K.S.A. 12-4205 and amendments thereto or in 
substantially the following form:  

 
IN THE MUNICIPAL COURT OF __________, KANSAS 
 
The City of __________, __________,  
                         vs. 
_______________________________  
_______________________________  
(Accused person)  
______________________________________________________________ The undersigned,  
complains that on or about the ____ day of __________, A.D., 19__, in the City of __________,  
County of _____________, and State of Kansas, _____________________________________ 
____________________________________________________________________________  
did then and there unlawfully _____________________________________________________ 
____________________________________________________________________________  
_________________________________________________________________ in violation of  
Section ____ of Ordinance No. ____ of the City of _____________________  
 
                                                                ______________ Complainant 
   *Sworn to positively before me, this ____ day of __________, A.D., 19__  
 
_______________________________ Officer authorized to administer oaths  
 
(*This complaint is not required to be sworn if it is signed by a law enforcement officer.)  
 
History:  L. 1973, ch. 61, § 12-4202; L. 1984, ch. 78, § 2; July 1. 
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12-4204 
Chapter 12.--CITIES AND MUNICIPALITIES 

Article 42.--CODE FOR MUNICIPAL COURTS; PROSECUTION AND 
ARREST 

 
12-4204.  Notice to appear; contents; form.  A notice to appear shall describe the offense 
charged, shall summon the accused person to appear, shall contain a space in which the accused 
person may agree, in writing, to appear at a time not less than five (5) days after such notice to 
appear is given, unless the accused person shall demand an earlier hearing.  A notice to appear 
may be signed by a municipal judge, the clerk of the municipal court, the city attorney, or any law 
enforcement officer of the city.  
 
A notice to appear shall be deemed sufficient if in substantially the form of the notice to appear 
set out in K.S.A. 12-4205 or if in substantially the following form, to wit:  
 

IN THE MUNICIPAL COURT 
OF __________, KANSAS 

 
The City of __________, Kansas 
 
                                 vs. 
______________, 
(Accused person) 
______________, 
(Address) 

 
NOTICE TO APPEAR 

 
The City of __________, Kansas, To The Above Named Accused Person.  
 

You are hereby summoned to appear before the Municipal Court of __________, Kansas, 
on the ____ day of __________, 19__, at __________ o'clock, _.m., to answer a complaint 
charging you with   
______________________________________________________________________________
______________________________________________________________________________ 

 
 If you fail to appear a warrant will be issued for your arrest. 
 
Dated __________, 19__.  
 
___________________________Signature of Official __________________________Title of 
Official  
 
 I agree to appear in said Court at said time and place.  
 
___________________________Signature of Accused Person  
 
RETURN 
 
 The undersigned hereby certifies that on the ____ day of __________, 19__, the notice to 
appear was served, mailed or delivered.  
____________________________Law Enforcement Officer  
 
History:  L. 1973, ch. 61, § 12-4204; April 1, 1974. 
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NOTICE TO  

APPEAR FORMS  
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THIRTY DAY NOTICE 

 
 

(1) 
COURT’S NAME 

COURT’S ADDRESS 
 
 
 
 

CITY OF __________2_____________  DOCKET NUMBER:  _____3_____ 
                vs. 
 
________4_____________ 
________5_____________ 
________6_____________ 
 
Date sent:  __________20________ 
 
You are hereby ordered to appear before the ______7_______ Municipal Court on _____8_____ at 
(9)__:00 (10)__. m. to answer to the charges for which you have previously failed to appear or to 
pay after receiving citation(s) for the following violations: 
 
_________11_________________ 
 
You were to pay the fines and costs reflected on the back of the ticket or appear in Municipal Court 
on ____12________ at (13)__:00 (14)__. M.  Failure to do one of the above will result in court 
action including, but not limited to a) bench warrant, b) bond forfeiture, and c) the suspension of 
your driver’s license and an assessment of reinstatement fee of $59.00 for each charge in which 
you have failed to appear regardless of final disposition if violation was a traffic violation.  
(Judicial Branch Surcharge $22.00) 
 
YOU MUST PAY THE FINE AND COURT COSTS IN FULL BEFORE _____15____________ 
AT THE CITY CLERK’S OFFICE, __________16_____ OR THE ABOVE ACTION WILL BE 
TAKEN. 
 
If you have questions you may call ________17_________ at _______18_______. 
 
 
_________19____________ 
Municipal Court Clerk 
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THIRTY-DAY NOTICE 
INSTRUCTIONS 

 
Law requires this type of 30-day notice before any driver’s license can be sent in to Motor Vehicle 
Department.  Keep a copy for the court files. 

 
1. Court address. 

2. City Name. 

3. Docket number or court identifying number. 

4. Defendant’s full name. 

5. Defendant’s street or box number. 

6. Defendant’s state and zip code number. 

7. City name. 

8. Date 30 days from appearance date listed on citation.  HINT:  It is easier to add the 30 days 
and then go to the next court date for the appearance date. 

9. Time of Court. 

10. A= morning; P= afternoon and evening. 

11. List offenses charged in court case. 

12. Date on ticket or first appearance date. 

13. Time of court. 

14. A = morning;  P = afternoon and evening. 

15. Date due in court or payment date. 

16. Court’s full address, city, state and zip code. 

17. Clerk’s name. 

18. Court telephone. 

19. Signature of clerk. 

20. Date sent. 
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PAYMENT NOTICE 

 
 
 

MUNICIPAL COURT 
__________1________ 

 
 

 
DEFENDANT________2_________   
 DATE________3___________ 
 
CASE NUMBER______4_________                   DOCKET NUMBER___5_____ 
 
CHARGES: _____________________________________________________________ 
_______________________________________________________________________ 
 
After appearing in the ______7_________ Municipal Court on or about the _______8______ day of 
___9_______, 20_10_, and being convicted of the above charge(s) and being fined the sum of $_11___, 
our records indicate that you have failed to pay the sum of $_12__.  Failure to pay the above amount due 
will result in the issuance of a bench warrant.  If you have questions regarding the balance or need to 
make financial arrangements, contact ______12______, Municipal Court Clerk at _______13______. 
 
You must either make contact with the clerk or pay the entire amount due on or before the ___15____ 
day of ____16____, 20_17_, or a bench warrant will be issued. 
 
Thank you for your cooperation in advance. 
 
 
________18_________ 
Municipal Court Clerk 
 
 
 
Date Sent:  _________19________ 
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PAYMENT NOTICE INSTRUCTIONS 

 
 
 
A statement of outstanding fines may be sent to the defendant requiring payment or appearance in court 
to answer why fines were not being paid in the proper manner. 
 
Some courts send the statement on a monthly basis giving 30 days or longer to pay fines or appear in 
court.  Failure to comply would result in a bench warrant and if possible, a driver’s license suspension 
order sent to the Motor Vehicle Department. 
 
 

1) Court full address:  street address or box number, and city, state and zip code 

2) Defendant’s full name 

3) Date of the notice 

4) Case number (police, if applicable) 

5) Docket number or court identifying number 

6) List of all charges in this case 

7) City name 

8) Day of sentencing 

9) Month of sentencing 

10) Year of sentencing 

11) Total amount of all fines, costs, and fees assessed 

12) Total balance owed to the court 

13) City name 

14) Telephone number 

15) Day of payment due or court date to appear 

16) Month of payment due or court date to appear 

17) Year of payment due or court date to appear 

18) Signature of clerk 

19) Date the notice was sent 
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IN THE MUNICIPAL COURT OF ________________, KANSAS 

 
__________________________ 
__________________________ 

 
 

City of ___________, Kansas > 
               > 
vs.               > 

       > 
>   Docket Number:  _________ 

_____________________________ 
Defendant’s Name 
 

PROMISE TO APPEAR OR PAY FINES 
 

 I understand that I owe the __________ Municipal Court $ __________ in fines, costs and fees 
(if applicable) on the above listed <<dockets>>.  I state that I am financially able to pay this amount and 
I promise to have said sum paid in the following manner: 
____________________________________________________________________________________
____________________________________________________________________________________
________________________________________________ or appear ________ on the ____________ 
day of __________, 20___ at ___:00 ___.m.  If I do not pay by that date, I understand that I 
am personally ordered to appear before this court on that date and time and show cause 
why I should not be held in contempt of court for failure to pay my fines and costs in full.  I also 
understand that if I do not pay my fines and costs in full or personally appear at that time to request 
another extension, a warrant will be issued for my arrest.  If the funds are paid in full, I need not appear.  
If I fail to appear, and have not paid in full, my driver’s license may be suspended with no further notice 
to me in addition to the bench warrant for my arrest. 
 
YOU MUST KEEP THE ABOVE AGREEMENT OR REAPPEAR ON GIVEN 
COURT DATE OR THERE WILL BE A WARRANT ISSUED. 
 
Date:  ___________________________________  ____________________________________________________ 
      Signature of Defendant 
 
___________________________________________  ____________________________________________________ 
Phone      Address 
 
___________________________________________  ____________________________________________________ 
Employment     City/State/Zip 
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SPANISH PROMISE TO APPEAR OR PAY FINES 
 

EN EL TRIBUNAL MUNICIPAL DE ___________, KANSAS 
MUNICIPALID 

__________________ 
__________________ 

 
 
La Ciudad de ____________, Kansas > 
     > 
Contra     >  Número de <Docket>:___________ 

> 
__________________________________ 
el nombre del accusado 
 
Quedaen aparezca o paga multas 
 
Entiendo que debo el Tribunal Municipal de ______________, Kansas $__________ en multas, los costos y los 
honorarios (si aplicable) en los <<dockets>> listaron arriba. Expreso que soy capaz financieramente de pagar esta 
cantidad y yo quedo en la paga la suma en la manera siguiente:  (el plan del pago debe usar una fecha de martes.) 
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________ 
 
o aparece martes en el ________ día de ________, 20____ a las dos de la tarde.  Si yo no pago por esta fecha, yo 
entiendo que soy ordenado personalmente aparecer antes este Tribunal en esa fecha y el tiempo y muestro una 
causa por qué yo no debo ser contenido en el desprecio del tribunal para el fracaso para pagar todas las multas y 
los costos. Entiendo también que si yo no pago las multas y los costos en repleto o aparezco personalmente 
solicitar en aquel momento una extensión, una autorización se publicará para mi arresto. Si los fondos son pagados 
en repleto yo no necesito a aparecer. Si fallo a aparecer y no he pagado en repleto, mi licencia de conducir se 
puede suspender sin noticia adicional a mí además de la autorización de banco para mi arresto.  
 
Usted debe mantener el encima del acuerdo o reaparecer en la fecha dada del tribunal o habrá una 
autorización publicada. 
 
Fecha:  ____________________    ________________________________________________ 
     Signatura del acusado 
 
__________________________ ________________________________________________ 
número de teléfono   Dirección 
 
__________________________ ________________________________________________ 
Trabajo    Ciudad/estado/ código postal 
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COMPLAINT 
 
 

 
 

IN THE MUNICIPAL COURT OF THE CITY OF _______________, KANSAS 
City Hall, _________________ 

No. ________ 
Dkt. _____,      

 
       THE CITY OF  _________________________________     

State of Kansas,  
City of _________________ 

vs.  and County of ___________ 
                                                                      
      Accused Person                
                                                                                
                                                               
                                                                               
        Address 

COMPLAINT 
                                                                                              
of lawful age, being first duly sworn on oath, for complaint against the above shown accused person alleges and states:  
 

That on or about the           day of 20     , the said ________________________ within the corporate limits of the 
above named City and State did then and there in violation of the ordinances of said City willfully, unlawfully, and 
intentionally 
 
 
 
 

Counts                 through                     attached 
 
Ordinance violated:   
 
Notice issued for the accused person’s appearance on the                                                                                            
           day of                     , 20      , at                       .M., Complainant 
OR 
Warrant issued-appearance bond 
requirement per warrant is ............$                             
 

Sworn to positively before me this         day of 
                                      , 20      . 
 
                                                    

Judge/Notary Public 
 
My Commission expires:                                                  
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IN THE MUNICIPAL COURT OF THE CITY OF __________________, KANSAS 
City Hall, _________________ 

No. ______________ 
Dkt. ______________    

THE CITY OF _____________________ 
        State of Kansas 

vs.  City of _____________ 
___________________ 

          and County of _______ 
      Accused Person               

   
                                                               
               
        Address 

NOTICE TO APPEAR 
 

To the Above Named Accused Person 
 
WHEREAS, complaint in writing under oath is made by 
___________________, City Attorney                                                                                                                    
A copy of the charge being as follows:  
 

COUNT 1 
 That on or about the _____ of _________, 20___, the forenamed defendant 
_______________________________________________________________________ 
Contrary to Section ___________ of the ________________ City Code. 
 
Ordinance violated: ________________    Counts ______through _______attached 
 
   
 
YOU ARE HEREBY SUMMONED to appear in person               RETURN 
                day of                    ,              , in this Court to answer to said 
Complaint.  IF YOU FAIL TO APPEAR, A WARRANT WILL BE  
ISSUED FOR YOUR ARREST. Rec’d this Notice                              ,                    

at                        .M., 
 _______________________________ 

served the same on the within named          
Dated, signed, and issued this         day of                    ,  (Check applicable service)   

        By delivering a copy to him personally.  
____________________________    
Judge-Clerk-City Attorney          By leaving a copy with                Law Enforcement Officer 
       , 

a person of suitable age and discretion then residing at  accused 
person’s dwelling house or usual place of abode. 

I agree to appear in said Court at the above shown time and place.       By mailing a copy to his last known address as 
follows  

 ___________________________ _______________________________. 
 Accused Person If not found, so state above, when notice is returned. 
  _______________________________ 
  Officer-Clerk of Court 
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MONTHLY STATEMENT 
Municipal Court 
Mailing Address 
City, State, Zip 

 
City of ______________ Date of Mailing: _____________ 
          vs. Docket #: _____________  
____________________, Defendant 
____________________  Address 
____________________ 

Balance $_____________ 
  

MONTHLY STATEMENT 
 

You have appeared in Municipal Court and were ORDERED to pay the fine, costs and fees.  It is your 
obligation by order of the Court that these fines be paid in a timely manner.  You agreed to pay the fine 
verbally to the Court. 
 
If you have kept this agreement, the Court appreciates the concern and respect you have shown the 
Court.  Consider this a friendly reminder.  Please continue your payments in the same manner.  Please 
call the Court Clerk to make arrangements if a temporary financial problem arises and you have been 
keeping the agreement. 
 

*************** NOTICE TO APPEAR *************** 
 

If you have not kept your agreement to the Court, you are hereby ordered to appear on the (Appearance 
Date) at ( ) Time at ( ) (  ).M.  in the ________________Municipal Court Room 
located at _______________________________, to answer to the reason for which you have failed to 
pay fines.  You may pay the fines in full before that date, contact the Court Clerk (and no one else) to 
discuss the problem or appear in Court on the above date.  Failure to do one of the above will result in 
court action including, but not limited to a) bench warrant, (b) bond forfeiture, and (c) the suspension of 
your driver’s license and an assessment fee of $59.00 plus Judicial Branch Surcharge of $22.00 for each 
charge in which you failed to appear regardless of final disposition if violation was a traffic violation.  
 
YOU MAY PAY THE FINE AND COURT COSTS IN FULL BEFORE THE ABOVE DATE AT THE 
LOCATION AND ADDRESS OR THE ABOVE ACTION WILL BE TAKEN WITHOUT FURTHER 
NOTICE. 
 
If you have questions, you may call the Court Clerk at the telephone number listed above; however, the 
clerk CAN NOT gives any continuances beyond the date assigned above. 
 
Court Clerk Name 
Municipal Court Clerk 
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NOTICE TO APPEAR 
DEFENDANT FAILED TO APPEAR AND POSTED BOND 

 
Municipal Court 
Mailing Address 
City, State, Zip 

 
City of ______________ Date of Mailing: _____________ 
          vs. Docket #: _____________  
____________________, Defendant 
____________________ Address 
____________________ 
 
 

NOTICE TO APPEAR 
 
You are hereby summoned to appear before the ________________________ Municipal Court on 
_______________ at __:00 __.M. to answer to the charges which you failed to appear after posting 
bond.  Failure to appear on the above date could result in the issuance of a bench warrant for failure to 
appear and your license suspended.  Your bond will be forfeited. 
 
If you should need to make contact with the Court, contact ____________________ at ___________. 
 
 
_______________________ 
Municipal Court Clerk 
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City of     
 
  vs. 
____________________, Defendant/Principal     Docket #:   
 
 and 
 
____________________, Bondsman/Surety 
 
 

NOTICE OF HEARING ON BOND FORFEITURE 
 

 
 On     the above defendant failed to appear before the Municipal Court of 
  , Kansas to answer to the charges for which he/she failed to appear in Municipal Court.  
The defendant as principal and bondsman as surety were notified in writing by the Court or were notified 
on the bond to be in Municipal Court for defendant’s failure(s) to comply with the condition of the 
posted bond. 
 Therefore, on the City’s motion, a hearing has been established to forfeit the bond.  If successful, 
as bondsman you must remit to the Municipal Court of              the amount of            .  
The Court has established a bond forfeiture hearing to commence on      at   
a.m./p.m. in the Municipal Court chambers,    ,             , Kansas.   
 If you have any questions regarding this notice, you may contact      at (
 )- -  , Monday through Friday. 
 Act at your own peril failing to abide by the Notice provided herein. 
 
 
Respectfully, 
 
 
 
Municipal Court Manager 
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   IN THE MUNICIPAL COURT OF    , KANSAS 
  
 Sitting in    , Kansas 
 
 
CITY OF  , KANSAS, Plaintiff) 
 
 vs.       
    Docket No.     
 
  , Defendant/Principal) 
 
 and 
 
 , Bondsman/Surety) 
 
 

ORDER FORFEITING BOND 
 

 AND NOW, on this   day of   , 20  , this matter comes on for hearing pursuant 
to assignment of the Court and the Motion filed herein by the Plaintiff City to forfeit the Surety Bond 
due to the nonappearance of the captioned Defendant/Principal. 
 THEREUPON, the Court reviews the file and pleadings herein and finds that the 
Defendant/Principal entered into an appearance bond with the captioned Bondsman/Surety as surety in 
the principal sum of $    requiring the appearance of said Defendant/Principal on dates as 
required by this Court to answer for the offenses pending in the captioned matter; and 
 WHEREAS, it further appearing to the Court that the Defendant/Principal is in default for 
nonappearance and/or other conditions of the bond and that the Defendant/Principal and the 
Bondsman/Surety have been forewarned as to the default and the Bondsman/Surety has failed to deliver 
the Defendant/Principal to this Court and/or has failed to present reasonable cause to this Court as to 
why bond should not be forfeited. 
 IT IS THEREFORE BY THE COURT CONSIDERED, ORDERED, ADJUDGED AND 
DECREED that the appearance bond of the captioned Defendant/Principal be forfeited and this Court 
recover from the Bondsman/Surety the sum of $ , which is the amount of the bond forfeited 
herein. 
 IT IS SO ORDERED. 
 
 
 

  
   Municipal Court Judge 
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IN THE MUNICIPAL COURT OF ________________, KANSAS 
 

CUSTODY SLIP 
 

NAME:  ________________________________________________________________ 
 
CASE NO.:  ______________________ WARRANT NO.:  ______________________ 
 
CHARGE: 
 
___  Driving under the influence of alcohol or drugs 
___  Theft 
___  Parole/Probation Revocation 
___  Suspended Driver’s License 
___  Contempt of Court 
___  Other:  _____________________________________________________________ 
 
DISPOSITION: 
 
___  Remanded to Custody 
___  To report to jail on ____________  at  _______ P.M. 
___  To serve _____________ hour / day sentence 
___  To be released on ___________ at ________  P.M. 
___  To be allowed to sign own bond in the amount of $_______ .00 
___  To be returned to Arkansas City Municipal Court on ___________ at ______  __.M. 
___  To be granted work release if approved by the Sheriff of Cowley County after  

_______ hours / days. 
___  Other: ______________________________________________________________ 
*Note:  One day shall be computed as one 24 hour period, unless otherwise indicated. 
 

 
BOND AMOUNT:  $______.00  _____Cash  _____Signed   ____Professional Bondsman  
 
COURT DATE: 
 
 If bonded:  ________________________ at ________ P.M. 
 If not bonded:  _____________________ at ________ P.M. 
 
Date:  ___________________ 
 
_______________________________________________ 
Judge, Municipal Court of Arkansas City, Kansas 
 
White Copy:  Court       Yellow Copy:  Deputy/Cowley County Jail               Pink Copy:  Defendant 
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_________________ Municipal Court 
 

Address 
City, State, Zip 

Telephone Number 
 
 

 

 
 
NAME:               
 
 
OFFENSES:   
              
              
              
              
               
 
DISPOSITION:   
              
              
              
              
               
 
NEW COURT DATE:             
 
BOND:               
 
FINE:               
 
DATE:               
 
SIGNATURE:              

 
 

CUSTODY SLIP 
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Driver Solution Contact Information 
 
 

Public #785-296-3671 
 
Court Clerk’s Phone:  785-368-8902 
The phone will be answered from the courts only between 4:00 p.m. and 5:00 p.m. 
 
Mark Schemm, Chief:  Mark.Schemm@kdor.ks.gov 
Susan Kotsch:   susan.kotsch@kdor.ks.gov 
Grady Walker:   grady.walker@kdor.ks.gov 
Katherine Hockenbarger: katherine.hockenbarger@kdor.ks.gov 
 
Belinda Clark – Electronic Submission: 785-296-0032 
      Belinda.clark@kdor.ks.gov 
 
Address: P.O. Box 12021 
  Topeka, Kansas 66612-2021 
 
Answers the telephone calls from the public – Monday through Friday – 9:00 a.m. to 4:00 p.m. 
Walk-ins 8:30 a.m. – 4:30 p.m. 
Fax telephone number:  785-296-6851 
 
Website for the public to get driving record, cost $8.70. 
 http://ksrevenue.org 
 

Driver Solution Website 
 
 www.ksrevenue.org/courts/index.html 
 
You need to register here to receive information directly from DMV.   
 
Documents will be found in the “Download Area.” 
 
1) Information on the Electronic Submission Process in the Downloads, Complied Documents. 
2) Driving Record Codes-Downloads 
3) Moving Violations – Complied docs, attachment #3, pages 9-11 
4) Suspendable Infractions – Complied docs, attachment #7, page 25 
5) Graduated Drivers License Information 
6) Kansas Ignition Interlock Install-Removal 
7) Flow Chart 
 And more . . . 
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8-254 
Chapter 8.--AUTOMOBILES AND OTHER VEHICLES 

Article 2.--DRIVERS' LICENSES 

   8-254. Mandatory revocation of driver's license by division of vehicles; exceptions for 
court imposed restrictions.  (a) Subject to the provisions of subsection (b), the division shall 
revoke a person's driving privileges upon receiving a record of the person's conviction of any of the 
following offenses, including municipal violations, when the conviction has become final, or upon 
receiving a record of a person's adjudication as a juvenile offender for commission of an act which, 
if committed by a person 18 or more years of age, would constitute any of the following offenses 
when the adjudication has become final:  

   (1)  Aggravated vehicular homicide, as defined by K.S.A. 21-3405a, and amendments thereto, if 
the crime is committed while committing a violation of K.S.A. 8-1566 or 8-1568, and amendments 
thereto, or the ordinance of a city or resolution of a county which prohibits any acts prohibited by 
those statutes;  

   (2)  vehicular homicide, as defined by K.S.A. 21-3405, and amendments thereto;  

   (3)  vehicular battery, as defined by K.S.A. 21-3405b, and amendments thereto, if the crime is 
committed while committing a violation of K.S.A. 8-1566 or 8-1568, and amendments thereto, or 
the ordinance of a city or resolution of a county which prohibits the acts prohibited by those 
statutes;  

   (4)  failure to stop and render aid as required under the laws of this state in the event of a motor 
vehicle accident resulting in the death or personal injury of another;  

   (5)  conviction, or forfeiture of bail not vacated, upon a charge of reckless driving;  

   (6)  conviction, or forfeiture of bail not vacated of any felony in the commission of which a motor 
vehicle is used; or  

   (7)  fleeing or attempting to elude a police officer as provided in K.S.A. 8-1568, and amendments 
thereto, or conviction of violation of an ordinance of any city or a law of another state which is in 
substantial conformity with such statute.  

   (b)  In lieu of revoking a person's driving privileges as provided by subsection (a), the court in 
which the person is convicted or adjudicated may place restrictions on the person's driving 
privileges as provided by K.S.A. 8-292, and amendments thereto, unless the violation was 
committed while operating a commercial motor vehicle, as defined in K.S.A. 8-2,128.  Driving 
privileges are to be automatically revoked if the violation which leads to the subsequent conviction 
occurs in a commercial motor vehicle, as defined in K.S.A. 8-2,128.  

   History:  L. 1937, ch. 73, § 21; L. 1943, ch. 82, § 1; L. 1949, ch. 104, § 25; L. 1959, ch. 49, § 
22; L. 1963, ch. 53, § 1; L. 1970, ch. 51, § 1; L. 1974, ch. 39, § 1; L. 1975, ch. 36, § 23; L. 1981, 
ch. 42, § 1; L. 1983, ch. 34, § 2; L. 1984, ch. 37, § 2; L. 1988, ch. 47, § 2; L. 1989, ch. 38, § 30; 
Jan. 1, 1991.  
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Cross References to Related Sections:  

   Restriction of license by court for driving while under the influence of intoxicating liquor, see 8-
1567.  

   Juvenile traffic offenders, see 8-2117.  

Research and Practice Aids:  

   Automobiles (West Key) 144.1(1).  

   C.J.S. Motor Vehicles § 160.  

Law Review and Bar Journal References:  

   Revocation of a driver's license is mandatory for refusing the chemical test, 30 J.B.A.K. 140 
(1961); 10 K.L.R. 489 (1962) [both citing a Feb. 20, 1961, opinion of the attorney general].  

   Traffic courts, James W. Putnam, 23 J.B.A.K. 215, 226 (1955).  

   Section does not apply to a miscreant, such adjudication does not constitute a conviction, Richard 
H. Seaton, 16 K.L.R. 277, 282, 284 (1968).  

   "Recent Developments--Traffic Cases and License Problems," William M. Ferguson, 39 J.B.A.K. 
351, 399 (1970).  

Attorney General's Opinions:  

   Traffic violation arrests; citations, procedures and penalties; appearance bond. 83-137.  

CASE ANNOTATIONS  

   1.  Conviction of driving automobile while license suspended; admissibility of exhibit in evidence 
questioned (dissenting opinion).  State v. Harkness, 189 K. 581, 587, 588, 370 P.2d 100.  

   2.  Cited; appeal from suspension or revocation for refusal to submit to blood test. Lira v. Billings, 
196 K. 726, 727, 414 P.2d 13.  

   3.  Section cited; conviction under 8-262 reversed.  City of Overland Park v. Rice, 222 K. 693, 
695, 567 P.2d 1382.  
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IN THE MUNICIPAL COURT OF ________________ KANSAS 
 
 

City of __________________    Case #: _______________________ 
 
Vs. 
 
Defendant 
 
 

ORDER TO SET ASIDE CONVICTION 
 
 

 Now on the _____ day of ______________ 20 ___, this matter came on for hearing upon the 
defendant’s motion for a dismissal of this matter.  The plaintiff appeared by and through the City 
Prosecutor, __________________________, of _______________ Kansas. 
 
 The defendant appears by and through his attorney, _____________________.  There were no 
other appearances. 
 
 THEREFORE, the court hears the plaintiff’s motion for dismissal and finds that this matter was 
filed on the _____ day of ____________________ 20_____ .  _________________________ (state 
reason), and that this matter may be dismissed with or without prejudice. 
 
 IT IS THEREFORE ORDERED that this matter be and it hereby is dismissed ______________ 
prejudice. 
 
 
 
               
       Judge 
 
 
APPROVED: 
 
      
                                , City Prosecutor 
 
 
      
                         Defendant’s Attorney 
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INSURANCE VERIFICATION INFORMATION 
Kansas Division of Vehicles 

(Please Print) 
A. DRIVER INFORMATION: 
              
 Last Name First Name Middle Initial 
               
  Driver License Number State Licensed Date of Birth 
 
 
B. VEHICLE INFORMATION: 
        
  Owner’s Last Name First Name Middle Initial 
      /    /     
  Model Year    Vehicle Make   License Plate Number 
      /  /       
  State          Year    VIN 
 
 
C. INSURANCE INFORMATION OBTAINED: 
        /       
  Insurance Company Name    Policy Number 
 
 
D. RESULT OF AN ACCIDENT? YES    NO    
 
 DATE/TIME INSURANCE IS TO BE VERIFIED AS IN EFFECT (time of traffic stop or accident): 
            
 Time   a.m./p.m. Month   Day Year 
 
 
E. LAW ENFORCEMENT COMPLETING THIS FORM:       
 Agency Name 
              
 Address City State Zip 
 
 
F. COURT COMPLETING THIS FORM:      
    Court Name 
       
  Address City State Zip 
 Citation number (if issued for no insurance):       
 

COURT INSTRUCTIONS 
If insurance information was not furnished when requested by a law  enforcement officer; the vehicle owner or driver is required to present to 
the court designated on the citation within ten (10) days either (1) a policy of motor vehicle liability insurance, (2) a policy identification card or 
certificate of insurance, or (3) a certificate of self-insurance signed by the Commissioner of Insurance which shows the (a) name of the insurance 
company, (b) policy number covering the vehicle at the time the citation was issued, and (c) the effective and expiration dates of the policy.  
Pursuant to K.S.A. 8-1604 or K.S.A. 40-3104, when the insurance information has been furnished within ten (10) days after the issuance of a 
citation, prosecution is to be stayed for 60 days and this form by the court where evidence of insurance was presented and mailed to:  Driver 
Control Bureau, P.O. Box 12021, Topeka, Kansas 66612-2021. 
 

LAW ENFORCEMENT INSTRUCTIONS 
Upon requesting evidence of insurance as required by K.S.A. 8-1604 or K.S.A. 40-3104 and such evidence is not furnished, a traffic citation is to 
be issued and the information in Section A, B, and D completed and attached to the citation being forwarded to the court. 
 

FOR INSURANCE COMPANY USE ONLY 
If a policy was NOT in effect on the date cited in Section D, please return this form within thirty (30) days to:  Driver Control Bureau, P.O. Box 
12021, Topeka, Kansas, 66612-2021. 

 This policy was not in effect by the company cited in Section C on the date cited in Section D. 
Comments:      

     
 Signature of Authorized Insurance Representative  Date  

DC-66
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KANSAS MOTOR VEHICLE INSURANCE VERIFICATION 
(DC-66) 

 
1. This form may be obtained from Motor Vehicle Department. 
 
2.  The police are required by KSA 8-1604 to fill out the Kansas Motor Vehicle Insurance 

verification form whenever an accident occurs and the driver has no current proof of insurance.   
 
3. The state also mandates that the form should be sent to the Court for proper verification and 

process.   
 
4. The Court should add the court name to the form and then send to MVD. 
 
5. The flow chart of insurance forms (DC-66) and no proof of insurance form follow.  One court’s 

procedure is enclosed as an example.  Each court should establish its own procedures in keeping 
with KSA 8-1604. 

 
RETURN OF DC-66 

 
1.   If the insurance form is returned to the police department (or court) from MVD, the clerk should 

look toward the bottom of the sheet.   
 
2.  The box should be checked which indicates, “This policy was not in effect by the company cited 

in section C on the date cited in Section D.”   See arrow previous page. 
 
3.  The form should be signed and dated by someone from the insurance company.  At this point the 

insurance matter should be referred to the prosecutor’s office.   
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8-1604 
Chapter 8.--AUTOMOBILES AND OTHER VEHICLES 

Article 16.--UNIFORM ACT REGULATING TRAFFIC; ACCIDENTS AND ACCIDENT REPORTS 

   8-1604. Duty of driver to give certain information after accident; failure to provide 
proof of liability insurance or financial security; duty to render aid after accident.  (a) The 
driver of any vehicle involved in an accident resulting in injury to or death of any person, or 
damage to any vehicle or other property which is driven or attended by any person, shall give such 
person's name, address and the registration number of the vehicle such person is driving, and upon 
request shall exhibit such person's license or permit to drive, the name of the company with which 
there is in effect a policy of motor vehicle liability insurance covering the vehicle involved in the 
accident and the policy number of such policy to any person injured in such accident or to the 
driver or occupant of or person attending any vehicle or other property damaged in such accident, 
and shall give such information and upon request exhibit such license or permit and the name of 
the insurer and policy number, to any police officer at the scene of the accident or who is 
investigating the accident and shall render to any person injured in such accident reasonable 
assistance, including the carrying, or the making of arrangements for the carrying of such person to 
a physician, surgeon or hospital for medical or surgical treatment if it is apparent that such 
treatment is necessary, or if such carrying is requested by the injured person.  

   (b)  In the event that none of the persons specified are in condition to receive the information to 
which they otherwise would be entitled under subsection (a) of this section, and no police officer is 
present, the driver of any vehicle involved in such accident after fulfilling all other requirements of 
K.S.A. 8-1602, and amendments thereto, and subsection (a) of this section, insofar as possible on 
such person's part to be performed, shall forthwith report such accident to the nearest office of a 
duly authorized police authority and submit thereto the information specified in subsection (a) of 
this section.  

   (c)  Unless the insurance company subsequently submits an insurance verification form indicating 
that insurance was not in force, no person charged with failing to provide the name of such 
person's insurance company and policy number as required in subsection (a), shall be convicted if 
such person produces in court, within ten (10) days of the date of arrest or of issuance of the 
citation, evidence of financial security for the motor vehicle operated, which was valid at the time of 
arrest or of issuance of the citation.  For the purpose of this subsection, evidence of financial 
security shall be provided by a policy of motor vehicle liability insurance, an identification card or 
certificate of insurance issued to the policyholder by the insurer which provides the name of the 
insurer, the policy number, make and year of the vehicle and the effective and expiration dates of 
the policy, or a certificate of self-insurance signed by the commissioner of insurance.  Upon the 
production in court of evidence of financial security, the court shall record the information displayed 
thereon on the insurance verification form prescribed by the secretary of revenue, immediately 
forward such form to the department of revenue, and stay any further proceedings on the matter 
pending a request from the prosecuting attorney that the matter be set for trial.  Upon receipt of 
such form the department shall mail the form to the named insurance company for verification that 
insurance was in force on the date indicated on the form.  It shall be the duty of insurance 
companies to notify the department within thirty (30) calendar days of the receipt of such forms of 
any insurance that was not in force on the date specified.  Upon return of any form to the 
department indicating that insurance was not in force on such date, the department shall 
immediately forward a copy of such form to the office of the prosecuting attorney or the city clerk 
of the municipality in which such prosecution is pending when the prosecuting attorney is not 
ascertainable.  Receipt of any completed form indicating that insurance was not in effect on the 
date specified shall be prima facie evidence of failure to provide proof of financial security and 
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violation of this section.  A request that the matter be set for trial shall be made immediately 
following the receipt by the prosecuting attorney of a copy of the form from the department of 
revenue indicating that insurance was not in force.  Any charge hereunder shall be dismissed if no 
request for a trial setting has been made within sixty (60) days of the date evidence of financial 
security was produced in court.  

History:  L. 1974, ch. 33, § 8-1604; L. 1978, ch. 38, § 1; L. 1984, ch. 174, § 1; L. 1988, ch. 161, § 1; L. 1996, ch. 
51, § 1; July 1.  
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INSURANCE FLOW CHART 
 

 
 
 
 
 

Law Enforcement Agency 

Accident Traffic Stop 

Request Evidence of Insurance 

Not Provided Provided 

Issue Citation 
Complete Blocks 

A,B, & D on DC-66 
And Attach to 

Citation Sent to 
The Court 

Do Not Issue Citation 
 

If Evidence is Questionable 
Complete Blocks 

A,B, & D on DC-66 
and Send to MVD 

Court 

Evidence of Insurance Not 
Furnished within 10 Days 

Evidence of Insurance 
Furnished within 10 Days 

Report Conviction on DC-7 
Form or Fail to Appear Form 

DC-60 and Send to MVD 

Stay Presentation for 60 days. 
Complete DC-66 Form with 
Insurance and send to MVD 

Driver Control Bureau 
 

Request  Send to 
Person    Named 
To Furnish               Insurance 
Insurance               Company

Furnished Not Furnished Insurance Company 

File Suspend Driver’s 
License and Tag 

Coverage 
Denied 

Coverage 
Confirmed 

Do Not 
Return 

Return to 
Driver 
Control 
Bureau 

Return to 
Prosecutor or 
Law Officer 

File or 
Reinstate 
Charges 

Mandatory Optional 
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HANDLING OF INSURANCE FORMS (DC-66) 
AND CITATIONS 

 
SAMPLE OF PROCEDURES 
CITY OF ARKANSAS CITY 

 
OFFICER 
 
1. Law enforcement officer must write a citation and complete DC-66 for all persons in an accident if 

proper proof is not shown.  In accidents, it is mandatory all drivers of vehicles involved have a 
DC-66 form completed even if it appears insurance is valid. If a traffic stop is made, the request for 
evidence of proof of insurance is optional.  The insurance proof must contain vehicle match with 
correct VIN and vehicle make, as well as name of insurance company and policy number.  Accept 
new policy binders and log on the DC-66. 

2. When it is determined by officer that proof of insurance has not been properly proven, a citation must 
be written, as well as the DC-66 form completed.  Upon completion of both, the defendant must be 
advised he/she has ten (10) days in which to show proof to the Municipal Court Clerk of his/her valid 
insurance or to pay the ticket.  (The ticket will not be dismissed or voided.  Read court information 
below for procedure.)  The officer will staple the properly filled DC-66 form to the citation and give 
to the dispatcher. 

3. When it is determined by the officer that a person has proof of valid insurance, it is still mandatory a 
DC-66 be completed if an accident is involved (optional in traffic stop).  Turn in the completed 
DC-66 to the dispatcher or to the court clerk. 

4. When the officer has cited a defendant for no proof of insurance, the DC-66 should be attached to the 
citation, entered in the computer with the court date following ten (10) day time period logged in 
computer. 

5. At no time can the dispatcher or officer dismiss or void any insurance citation.  If defendant brings in 
proper insurance information, log on the DC-66 and make a copy and staple all to ticket.  Give 
paperwork to the municipal court. 

 

COURT 
 

1. The clerk will send out notices of appearance after ten (10) days of no proof of insurance or 
non-appearance on insurance citations. 

2. The clerk will send all DC-66 forms with completed insurance information to MVD, and all court 
action will stay for 60 days.  At the end of 60 days, the ticket will be dismissed if no information is 
received by MVD.  If MVD advised court of no insurance on defendant, the court will so direct the 
prosecutor to proceed with prosecution of citation.  No ticket will be dismissed or voided until sixty 
(60) days time period is completed. 
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3. The clerk will report conviction on DC-7 form or Fail to Appear form DC-60 and send to MVD.  If 
DC-60 is issued, a bench warrant will also be issued.  (Check for court's policy on warrants). 

4. It will be the responsibility of the court clerk to file, monitor, maintain and record all activities of the 
insurance policy so directed by the prosecutor, judge or MVD. 
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COMPLAINT FOR NO INSURANCE 
 

IN THE MUNICIPAL COURT OF THE CITY OF ____________, KANSAS 
______________ADDRESS_________ 

 
THE CITY OF  ________________   No.  ______________ 
               vs.       Dkt.:______________ 
 
__________________________,  Accused Person 
__________________________,  Address  State of Kansas 
        City of ____________ 
        and County of ______ 
 
COMPLAINT 
 
 
 
________________, city attorney of ______________ of lawful age, being first duly sworn on 
oath, for complaint against the above shown person alleges and states: 
 
 That on or about the _____________ day of _____________, 20___, the said, 
______________________, within the corporate limits of the above named City and State did 
then and there in violation of the ordinances of the City willfully, unlawfully and intentionally 
operate a motor vehicle upon the street of ________________ and did not provide current and 
accurate motor vehicle liability insurance coverage in accordance with the Kansas Automobile 
Injury Reparations Act contrary to section 19-200 of the _____________ Municipal standard 
traffic ordinances. 
 
      _______________________________ 
      City Prosecutor, Complainant 
      City Attorney of __________________ 
 
Ordinance Violated: 19-200 
 
Notice issued for the accused person’s appearance on the ______day of _________,  
200 _____, at ____  __.M., in this court to answer to said complaint.   
 
OR 
Warrant issued-appearance bond  
Requirement per warrant is ……………$_________ 
 Sworn to positively before me this _______ 
day of ______________, 200____. 
____________________________ Judge—Notary Public    
My commission expires ______________ 
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NOTICE TO APPEAR FOR NO INSURANCE 

 
IN THE MUNICIPAL COURT OF THE CITY OF ________________, KANSAS 

____________________ADDRESS______________ 
 

THE CITY OF  _____________ City   No.  ____________ 
               vs.       Dkt.:_________________ 
 
__________________________,  Accused Person 
__________________________,  Address  State of Kansas 
        City of _______________ 
        and County of _________ 
 
 
 
Whereas, complaint in writing under oath is made by: 
____________________, City Attorney 
A copy of the charge being as follows: 
 
 That on or about the _____________ day of _____________, 20___, the said, 
______________________, within the corporate limits of the above named City and State did 
then and there in violation of the ordinances of the City willfully, unlawfully and intentionally 
operate a motor vehicle upon the street of ____________________ and did not provide current 
and accurate motor vehicle liability insurance coverage in accordance with the Kansas 
Automobile Injury Reparations Act contrary to section 19-200 of the ________________ 
Municipal standard traffic ordinances. 
        
Ordinance Violated: 19-200 
 
You are hereby summoned to appear in person on the ___________________, in this court to 
answer to said complaint.  If you fail to appear, a warrant will be issued for your arrest. 
 
Dated and signed this __________________ 
 
RETURN 
 
____By mailing a copy to his last known address as follows: 
__________________________ 
 
 
_______________________________________________ 
OFFICER- CLERK OF COURT 

 
 

 

NOTICE TO APPEAR FOR NO INSURANCE 
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NO PROOF OF INSURANCE PROCEDURES 
BY STATUTE 

 
40-3104 

Chapter 40.--INSURANCE 
Article 31.--KANSAS AUTOMOBILE INJURY REPARATIONS ACT 

 
   40-3104. Motor vehicle liability insurance coverage required; prohibited vehicle operation; 
verification; self-insurance; display of proof of financial security; penalties for failure to maintain 
financial security; reinstatement fees.  (a) Every owner shall provide motor vehicle liability insurance 
coverage in accordance with the provisions of this act for every motor vehicle owned by such person, unless 
such motor vehicle:  (1) Is included under an approved self-insurance plan as provided in subsection (f); (2) is 
used as a driver training motor vehicle, as defined in K.S.A. 72-5015, and amendments thereto, in an approved 
driver training course by a school district or an accredited nonpublic school under an agreement with a motor 
vehicle dealer, and such motor vehicle liability insurance coverage is provided by the school district or 
accredited nonpublic school; (3) is included under a qualified plan of self-insurance approved by an agency of 
the state in which such motor vehicle is registered and the form prescribed in subsection (b) of K.S.A. 40-3106, 
and amendments thereto, has been filed; or (4) is expressly exempted from the provisions of this act. 
 
 (b)  An owner of an uninsured motor vehicle shall not permit the operation thereof upon a highway or 
upon property open to use by the public, unless such motor vehicle is expressly exempted from the provisions 
of this act. 
 
 (c)  No person shall knowingly drive an uninsured motor vehicle upon a highway or upon property open 
to use by the public, unless such motor vehicle is expressly exempted from the provisions of this act. 
 
 (d)  Any person operating a motor vehicle upon a highway or upon property open to use by the public 
shall display, upon demand, evidence of financial security to a law enforcement officer.  The law enforcement 
officer shall issue a citation to any person who fails to display evidence of financial security upon such demand. 
The law enforcement officer shall transmit a copy of the insurance verification form prescribed by the secretary 
of revenue with the copy of the citation transmitted to the court.  No citation shall be issued to any person for 
failure to provide proof of financial security when evidence of financial security meeting the standards of 
subsection (e) is displayed upon demand of a law enforcement officer.  Whenever the authenticity of such 
evidence is questionable, the law enforcement officer may initiate the preparation of the insurance verification 
form prescribed by the secretary of revenue by recording information from the evidence of financial security 
displayed.  The officer shall immediately forward the form to the department of revenue, and the department 
shall proceed with verification in the manner prescribed in the following paragraph.  Upon return of a form 
indicating that insurance was not in force on the date indicated on the form, the department shall immediately 
forward a copy of the form to the law enforcement officer initiating preparation of the form. 
 
 (e)  Unless the insurance company subsequently submits an insurance verification form indicating that 
insurance was not in force, no person charged with violating subsection (b), (c) or (d) shall be convicted if such 
person produces in court, within ten (10) days of the date of arrest or of issuance of the citation, evidence of 
financial security for the motor vehicle operated, which was valid at the time of arrest or of issuance of the 
citation.  For the purpose of this subsection, evidence of financial security shall be provided by a policy of 
motor vehicle liability insurance, an identification card or certificate of insurance issued to the policyholder by 
the insurer which provides the name of the insurer, the policy number, make and year of the vehicle and the 
effective and expiration dates of the policy, or a certificate of self-insurance signed by the commissioner of 
insurance.  Upon the production in court of evidence of financial security, the court shall record the information 
displayed thereon on the insurance verification form prescribed by the secretary of revenue, immediately 
forward such form to the department of revenue, and stay any further proceedings on the matter pending a 
request from the prosecuting attorney that the matter be set for trial.  Upon receipt of such form the department 
shall mail the form to the named insurance company for verification that insurance was in force on the date 
indicated on the form.  It shall be the duty of insurance companies to notify the department within thirty (30) 
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calendar days of the receipt of such forms of any insurance that was not in force on the date specified.  Upon 
return of any form to the department indicating that insurance was not in force on such date, the department 
shall immediately forward a copy of such form to the office of the prosecuting attorney or the city clerk of the 
municipality in which such prosecution is pending when the prosecuting attorney is not ascertainable.  Receipt 
of any completed form indicating that insurance was not in effect on the date specified shall be prima facie 
evidence of failure to provide proof of financial security and violation of this section.  A request that the matter 
be set for trial shall be made immediately following the receipt by the prosecuting attorney of a copy of the form 
from the department of revenue indicating that insurance was not in force.  Any charge of violating subsection 
(b), (c) or (d) shall be dismissed if no request for a trial setting has been made within sixty (60) days of the date 
evidence of financial security was produced in court. 
 
 (f)  Any person in whose name more than 25 motor vehicles are registered in Kansas may qualify as a 
self-insurer by obtaining a certificate of self-insurance from the commissioner of insurance.  The certificate of 
self-insurance issued by the commissioner shall cover such owned vehicles and those vehicles, registered in 
Kansas, leased to such person if the lease agreement requires that motor vehicle liability insurance on the 
vehicles be provided by the lessee.  Upon application of any such person, the commissioner of insurance may 
issue a certificate of self-insurance, if the commissioner is satisfied that such person is possessed and will 
continue to be possessed of ability to pay any liability imposed by law against such person arising out of the 
ownership, operation, maintenance or use of any motor vehicle described in this subsection.  A self-insurer 
shall provide liability coverage subject to the provisions of subsection (e) of K.S.A. 40-3107, and amendments 
thereto, arising out of the ownership, operation, maintenance or use of a self-insured motor vehicle in those 
instances where the lessee or the rental driver, if not the lessee, does not have a motor vehicle liability 
insurance policy or insurance coverage pursuant to a motor vehicle liability insurance policy or certificate of 
insurance or such insurance policy for such leased or rented vehicle.  Such liability coverage shall be provided 
to any person operating a self-insured motor vehicle with the expressed or implied consent of the self-insurer. 
 
 Upon notice and a hearing in accordance with the provisions of the Kansas administrative procedure act, 
the commissioner of insurance may cancel a certificate of self-insurance upon reasonable grounds.  Failure to 
provide liability coverage or personal injury protection benefits required by K.S.A. 40-3107 and 40-3109, and 
amendments thereto, or pay any liability imposed by law arising out of the ownership, operation, maintenance 
or use of a motor vehicle registered in such self-insurer's name, or to otherwise comply with the requirements 
of this subsection shall constitute reasonable grounds for the cancellation of a certificate of self-insurance.  
Reasonable grounds shall not exist unless such objectionable activity occurs with such frequency as to 
indicate a general business practice. 
 
 Self-insureds shall investigate claims in a reasonably prompt manner, handle such claims in a 
reasonable manner based on available information and effectuate prompt, fair and equitable settlement of 
claims in which liability has become reasonably clear. 
 
 As used in this subsection, "liability imposed by law" means the stated limits of liability as provided under 
subsection (e) of K.S.A. 40-3107, and amendments thereto. 
 
 Nothing in this subsection shall preclude a self-insurer from pursuing all rights of subrogation against 
another person or persons. 
 
 (g) (1)  Any person violating any provision of this section shall be guilty of a class B misdemeanor and 
shall be subject to a fine of not less than $300 nor more than $1,000 or confinement in the county jail for a term 
of not more than six (6) months, or both such fine and confinement. 
 
 (2)  Any person convicted of violating any provision of this section within three years of any such prior 
conviction shall be guilty of a class A misdemeanor and shall be subject to a fine of not less than $800 nor 
more than $2,500. 
 
 (h)  In addition to any other penalties provided by this act for failure to have or maintain financial security 
in effect, the director, upon receipt of a report required by K.S.A. 8-1607 or 8-1611, and amendments thereto, 
or a denial of such insurance by the insurance company listed on the form prescribed by the secretary of 
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revenue pursuant to subsection (d) of this section, shall, upon notice and hearing as provided by K.S.A. 40-
3118, and amendments thereto: 
 

(1)  Suspend: 
 

(A)  The license of each driver in any manner involved in the accident; 
 
 (B)  the license of the owner of each motor vehicle involved in such accident, unless the vehicle was 
stolen at the time of the accident, proof of which must be established by the owner of the motor vehicle. Theft 
by a member of the vehicle owner's immediate family under the age of 18 years shall not constitute a stolen 
vehicle for the purposes of this section; 
 

(B)  if the driver is a nonresident, the privilege of operating a motor vehicle within this state; or 
 
 (D)  if such owner is a nonresident, the privilege of such owner to operate or permit the operation within 
this state of any motor vehicle owned by such owner; and 
 
 (2)  revoke the registration of all vehicles owned by the owner of each motor vehicle involved in such 
accident. 
 

(i) The suspension or revocation requirements in subsection (h) shall not apply: 
 
 (1)  To the driver or owner if the owner had in effect at the time of the accident an automobile liability 
policy as required by K.S.A. 40-3107, and amendments thereto, with respect to the vehicle involved in the 
accident; 
 
 (2)  to the driver, if not the owner of the vehicle involved in the accident, if there was in effect at the time 
of the accident an automobile liability policy with respect to such driver's driving of vehicles not owned by such 
driver; 
 

(3)  to any self-insurer as defined by subsection (u) of K.S.A. 40-3103, and amendments thereto; 
 
 (4)  to the driver or owner of any vehicle involved in the accident which was exempt from the provisions 
of this act pursuant to K.S.A. 40-3105, and amendments thereto; 
 
 (5)  to the owner of a vehicle described in subsection (a)(2). 
 
 (j) (1)  For the purposes of provisions (1) and (2) of subsection (i) of this section, the director may require 
verification by an owner's or driver's insurance company or agent thereof that there was in effect at the time of 
the accident an automobile liability policy as required in this act. 
 
 (2)  Subject to the provisions of subsection (k), any suspension or revocation effected hereunder shall 
remain in effect until such person: 
 
 (A)  Has filed satisfactory proof of financial security with the director as required by subsection (d) of 
K.S.A. 40-3118 and amendments thereto; 
 

(C) has paid the reinstatement fee herein prescribed; and 
 
 (C) (i)  has been released from liability; 
 
 (ii)  is a party to an action to determine liability pursuant to which the court temporarily stays such 
suspension pending final disposition of such action; 
 

(iii) has entered into an agreement for the payment of damages; or 
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 (iv)  has been finally adjudicated not to be liable in respect to such accident and evidence of any such 
fact has been filed with the director. 
 
 (3)  The reinstatement fee shall be $100 except that if the registration of a motor vehicle of any owner is 
revoked within one year following a prior revocation of the registration of a motor vehicle of such owner under 
the provisions of this act such fee shall be $300. 
 
 (k) (1)  Whenever any person whose license has been suspended or revoked pursuant to this section is 
involved in an accident and has entered into an agreement with any driver, or such driver's insurer, who has 
been damaged or whose vehicle has been damaged to pay for such damage and such person defaults on 
payments under such agreement, the driver or the driver's insurer, as appropriate, shall notify the director 
within 60 days of the date of default. 
 
 (2)  Upon receipt of the notice of default, the director shall immediately suspend such person's license 
and registration.  If such person is a nonresident, the director shall immediately suspend such nonresident's 
privilege to operate a motor vehicle in this state. 
 
 (3)  Except as provided in paragraph (4), such person's driver's license, registration and nonresident's 
operating privilege shall remain so suspended and shall not be renewed, nor shall any such license or 
registration be thereafter issued in the name of such person, including any such person not previously 
licensed, unless and until: 
 (A)  The director receives notice payments under the agreement referred to in paragraph (1) have been 
resumed and that payments under such agreement are no longer in default; 
 
 (B)  such person has filed satisfactory proof of financial responsibility with the director as required by 
subsection (d) of K.S.A. 40-3118 and amendments thereto; and 
 

(D)  the reinstatement fee required by subsection (j) has been paid. 
 
 (4)  Upon due notice to the director that the conditions of paragraph (3) have been fulfilled, such person 
may obtain from the director an order restoring such person's driver's license, registration and nonresident's 
operating privilege to operate a motor vehicle in this state conditioned upon such person's continued 
compliance with the agreement referred to in paragraph (1). 
 
 (5)  In the event such person fails to make any further payment under the agreement referred to in 
paragraph (1) when such payment is due, the director, upon receipt of notice of such default, shall immediately 
suspend the license, registration or nonresident's operating privilege of such person until all payments have 
been made under the agreement referred to in paragraph (1).  No suspension of such person's license, 
registration or nonresident's privilege to operate a motor vehicle in this state shall be reinstated pursuant to 
paragraph (4). 
 
 (l)  The provisions of this section shall not apply to motor carriers of property or passengers regulated by 
the corporation commission of the state of Kansas. 
 
 (m)  The provisions of subsection (d) shall not apply to vehicle dealers, as defined in K.S.A. 8-2401, and 
amendments thereto, for vehicles being offered for sale by such dealers. 
 

   History:  L. 1974, ch. 193, § 4; L. 1977, ch. 164, § 1; L. 1979, ch. 149, § 1; L. 1981, ch. 197, § 1; L. 1982, ch. 
206, § 2; L. 1984, ch. 174, § 2; L. 1985, ch. 165, § 1; L. 1986, ch. 182, § 1; L. 1987, ch. 174, § 1; L. 1987, ch. 173, 
§ 2; L. 1988, ch. 161, § 2; L. 1988, ch. 356, § 116; L. 1989, ch. 142, § 1; L. 1990, ch. 171, § 1; L. 1994, ch. 291, § 
74; L. 1996, ch. 46, § 1; L. 1996, ch. 240, § 1; L. 1999, ch. 162, § 11; Jan. 1, 2000; L. 2006, ch. 186, § 7; L. 2010, 
ch. 12, § 1; L. 2010, ch. 155, § 16; July 1. 
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MOVING VIOLATION DEFINITION AND OFFENSE DESCRIPTION 
 
 92-52-9 Definition of moving violation.  (a) Pursuant to K.S.A. 8-249, and amendments thereto, “moving 
violation” means the commission or omission of an act by a person operating a motor vehicle that could result in 
injury or property damage and is also a violation of a statute, ordinance, or regulation of this or any other state. 
 
 (b) "Operating a motor vehicle" means the process of moving a motor vehicle from one location to another 
or starting the engine or manipulating the mechanical or electrical equipment of a motor vehicle whether or not the 
vehicle is in motion. 
 
 (c) A conviction for violating any of the following Kansas statutes, any similar state statute, or municipal 
ordinance or regulation of another state shall constitute a moving violation and be recorded on individual driving 
records:  The description of offenses contained in the following schedule is for reference only and is not a legal 
definition. 

 
S.T.O. K.S.A. VIOLATION DESCRIPTION 
5.8 41-727 MINOR IN POSSESSION 
6 8-1503 FAILURE TO OBEY POLICE/FIRE OFFICER 
12 8-1507 DISOBEY TRAFFIC CONTROL DEVICE 
13 8-1508 DISOBEY TRAFFIC CONTROL SIGNAL 
14 8-1509 VIOLATE PEDESTRIAN CONTROL SIGNAL 
15 8-1510 FLASHING SIGNALS 
16 8-1511 VIOLATE LANE-DIRECTION-CONTROL SIGNAL 
29 8-1566 RECKLESS DRIVING 
30 8-1567 DRIVING UNDER THE INFLUENCE 
31(A)(1) 8-1567 DUI WHILE BLOOD/BREATH IS.08 OR MORE 
30.1 8-2,127 DUI-IN COMMERCIAL VEHICLE 
31 8-1568 ATTEMPT TO ELUDE 
32 8-1557 UNSAFE SPEED FOR CONDITIONS 
33 8-1558 SPEEDING 
34 8-1561 MINIMUM SPEED VIOLATION 
35 8-1562 SPEEDING ON MOTOR-DRIVEN CYCLE 
37 8-1565 DRAG RACING/EXH OF SPEED 
38 8-1514 LEFT OF CENTER 
39 8-1515 PASSING VEHICLES FROM OPPOSITE DIRECTION 
40 8-1516 IMPROPER PASSING 
41 8-1517 PASSING ON RIGHT 
42 8-1518 PASS ON LEFT 
43 8-1519 PASS ON LEFT OF CENTER OF ROADWAY 
44 8-1520 PASSING IN NO PASSING ZONE 
45 8-1521 DRIVE WRONG WAY ON 1-WAY ROAD 
46 8-1522 IMPROPER DRIVING ON LANED ROAD 
47 8-1523 FOLLOW TOO CLOSE 
48 8-1524 DRIVING ON DIVIDED HIGHWAY IMPROPERLY 
49 8-1545 IMPROPER TURN 
51 8-1546 IMPROPER U-TURN 
52 8-1546 TURNING ON CURVE OR GRADE 
53 8-1547 UNSAFE STARTING OF STOPPED VEHICLE 
54 8-1548 ILLEGAL TURNING/STOPPING 
55 8-1549 SIGNALS BY AHND/ARM/SIGNAL LAMPS 
56 8-1550 IMPROPER HAND SIGNAL 
57 8-1526 FAIL TO YIELD 
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S.T.O. K.S.A. VIOLATION DESCRIPTION 
58 8-1527 FTY WHEN TURNING LEFT 
59 8-1528 FAIL TO YIELD AT STOP/YIELD SIGN 
60 8-1529 FTY FROM PRIVATE ROADWAY 
61 8-1530 FAIL TO YIELD EMERGENCY VEHICLE 
61.1 8-1520a PASSING NEAR EMERGENCY VEHICLE 
62 8-1531 FTY IN CONSTRUCTION ZONE 
64 8-1533 FTY TO PED IN CONTROLLED CROSSWALK 
66 8-1535 DRIVERS TO EXERCISE DUE CARE 
70 8-1539 DRIVE THRU SAFETY ZONE 
71 8-1540 FTY TO PED ON SIDEWALK 
73 8-1542 FTY TO BLIND PED 
76 8-1551 RR CROSSING VIOLATION 
77 8-1552 FAIL TO STOP AT RR SIGN 
78 8-1553 CERTAIN VEH MUST STOP AT RR CROSSING 
80 8-1555 FAIL TO STOP-EMERGE FROM ALLEY/DRIVE 
81 8-1556 OVERTAKING/PASSING SCHOOL BUS 
82 8-1556a OVERTAKING/PASSING CHURCH/DAY CARE BUS 
106 8-1599 TRANSPORT OPEN CONTAINER 
107 8-1573 UNATTENDED VEHICLE 
108 8-1576 OBSTRUCTION OF DRIVERS VIEW 
109 8-1580 COASTING 
110 8-1581 FOLLOW FIRE APPARATUS TOO CLOSE 
113 8-1584 STOP WHEN TRAFFIC OBSTRUCTED 
116 8-1575 DRIVE ON SIDEWALK 
117 8-1574 IMPROPER BACKING 
139 8-1595 OPERATING MOTORCYCLES ON ROAD LANE 
144 8-1703 DRIVE W/O HEADLIGHTS 
165 8-1725 FAIL TO DIM LIGHTS 
182.2 8-1578a UNLAWFUL RIDING ON VEHICLES; UNDER AGE 14 
192 8-235 NO DRIVERS LICENSE 
193 8-244 NO DL IN POSSESSION 
194 8-262 DRIVE WHILE SUSPENDED/REVOKED 
195 8-291 DRIVE IN VIOLATION OF RESTRICTIONS 
195.1 8-287 DRIVE WHILE HABITUAL VIOLATOR  
 
K.S.A. 8-249 specifies that “moving violations” shall be “as defined by rules and regulations adopted by the 
secretary of revenue,” which can be found in Kansas Administrative Regulations 95-52-9. 
 
The list shown here is unofficial, for reference only:  K.A.R. 92-52-9 is the official authority.  We cannot 
guarantee that the list is without error or currant.  Please contact KACM if you find errors, so that the list might be 
updated for others’ benefit. 
 

MOVING VIOLATIONS 
 

Moving violation offenses are always sent to the Motor Vehicle Department either on the citation with 
proper information or on an abstract of conviction. 
 
Moving violations are the only offenses that can be suspended if the driver’s license is from a state other 
than Kansas. 
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IN THE MUNICIPAL COURT OF ________________, KANSAS 
 

CUSTODY SLIP 
 

NAME:  ________________________________________________________________ 
 
CASE NO.:  ______________________  WARRANT NO.:  ______________________ 
 
CHARGE: 
 
___  Driving under the influence of alcohol or drugs 
___  Theft 
___  Parole/Probation Revocation 
___  Suspended Driver’s License 
___  Contempt of Court 
___  Other:  _____________________________________________________________ 
 
DISPOSITION: 
 
___  Remanded to Custody 
___  To report to jail on ____________  at  _______ P.M. 
___  To serve _____________ hour / day sentence 
___  To be released on ___________ at ________  P.M. 
___  To be allowed to sign own bond in the amount of $_______ .00 
___  To be returned to Arkansas City Municipal Court on ___________ at ______  __.M. 
___  To be granted work release if approved by the Sheriff of Cowley County after  

_______ hours / days. 
___  Other: ______________________________________________________________ 
*Note:  One day shall be computed as one 24 hour period, unless otherwise indicated. 
 

 
BOND AMOUNT:  $______.00  _____Cash  _____Signed   ____Professional Bondsman  
 
COURT DATE: 
 
 If bonded:  ________________________ at ________ P.M. 
 If not bonded:  _____________________ at ________ P.M. 
 
Date:  ___________________ 
 
_______________________________________________ 
Judge, Municipal Court of Arkansas City, Kansas 
 
White Copy:  Court       Yellow Copy:  Deputy/Cowley County Jail               Pink Copy:  Defendant 
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_________________ Municipal Court 
 

Address 
City, State, Zip 

Telephone Number 
 
 

 

 
 
NAME:               
 
 
OFFENSES:   
              
              
              
              
               
 
DISPOSITION:   
              
              
              
              
               
 
NEW COURT DATE:             
 
BOND:               
 
FINE:               
 
DATE:               
 
SIGNATURE:              

CUSTODY SLIP 
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IN THE MUNICIPAL COURT OF ________________________, KANSAS 
 
 
 

PRISONER RELEASE ORDER 
 
 
 
 

TO: ___________________ COUNTY SHERIFF 
  ___________________ COUNTY, KANSAS 
 

 
 DATE:      

 
 CASE NO:      

 
 WARRANT NO.:     

 
 

 Please release ______________________________________________________  
 
from the ________________County Jail into the custody of his or her self on the above  
 
referenced _____________________ (name of city) charges only.  It is further ordered  
 
that you are released from any further responsibility for this prisoner in reference to this  
 
case. 
 
 
BY ORDER OF: 
 
 
 
_____________________________________________________ 
Judge of the Municipal Court of ___________________________ 
 

 
 
 

 



 

______________________________________________________________________________________________________________________________ 
 Chapter 18 – Forms  18-63  

 
Municipal Court of the 

City of ___________________, Kansas 
48 Hour Hearing Order 

(K.S.A. 12-4213) 
 

City of __________________, Kansas,  Plaintiff 
                          vs. 
____________________________   Defendant 
 
Complaint # _____________________ 
 
Traffic summons # _______________ 
 
Warrant # ______________________ 
 
______ day of ____________________,     200_____ 
 
Plaintiff appears by _______________________________________________ 
 
Defendant appears in person _______________________________________ 
 
_____Defendant appears by counsel 
 
_____Charge(s) read to defendant 
 
_____Possible penalties explained to defendant 
 
_____Bond reviewed and approved ________________________________ 
 
_____Bond modified to $_________________________________________ 
 
_____Other release conditions ____________________________________ 
 
_____No entry in or on any __________________________________ store 
 
_____No contact with ____________________________________________ 
 
_____No identification showing Kansas residency 
 
_____Court date if unable to post bond ______________________________ 
 
_____Defendant remanded to custody pending posting of bond or court appearance. 
 
____________________________________________ 
Municipal Judge 
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White – Court copy   Canary – Sheriff copy   Pink---Police Copy 

Spanish Appearance Bond 
 
 

EN LA CORTE MUNICIPAL DE _____________, KANSAS 
 

CIUDAD DE ____________________, KANSAS 
 
                          v. 
 
_________________________________________,             FIANZA DE COMPARECENCIA 
(Acusado) 
 
 Yo, _________________________________, el Acusado, como persona principal, y 
_____________________________________________________________, como bono de garantía 
(cuando se utilice garantía) reconozco que debemos a la Ciudad de 
______________________________, Kansas la suma de ____________________ Dólares, asegurados 
como lo require la ley, bajo las siguientes condiciones; a saber: 
 

Que tal acusado debe comparecer en persona ante la Corte Municipal de ______________, 
Kansas el día ___________ de _________________________, 20_______, a las __________ en punto 
___________ M.; y de vez en cuando como lo requiere la Corte contestar acerca de la acusación en su 
contra, según su promesa para hacerlo, lo cual promete con este documento. 
 
 Fechado el día ___________ de __________, 20_______. 
 
___________________________   ________________________________ 
(Acusado)      (Bono-si es aplicable) 
 
___________________________   ________________________________ 
(Dirección)      (Dirección) 
 
 
APROBACIÓN DE SURETY: 
 
 El Bono de Garantía sobre la fianza mencionada ha sido aceptado y aprobado el día 
________ de ____________________, 20___. 
 
       __________________________________ 
       (Juez Municipal) 
 
APROBACIÓN DE FIANZA SIN GARANTIA: 
 Esta fianza ha sido aceptada y aprobada sin garantía el día _______ de 
_____________, 20        .           
       _________________________________ 
       Juez Municipal/Oficial de Policía  
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SSTTAATTEE  CCOOMMPPAACCTT  

DDIIRREECCTTOORRYY 
 

 
 
 
 
 
 

DL 
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THE FOLLOWING STATES ARE MEMBERS OF THE 
NON-RESIDENT VIOLATOR COMPACT 

 
 

Alabama (AL) Louisiana (LA) North Dakota (ND) 
Alaska (AK) Kentucky (KY) Ohio (OH) 
Arizona (AZ) Maine (ME) Oklahoma (OK) 
Arkansas (AR) Maryland (MD) Pennsylvania (PA) 
Colorado (CO) Massachusetts (MA) Rhode Island (RI) 
Connecticut (CT) Minnesota (MN) South Carolina (SC) 
Delaware (DE) Mississippi (MS) South Dakota (SD) 
Dist. of Columbia(DC) Missouri (MO) Tennessee (TN) 
Florida (FL) Nebraska (NE) Texas (TX) 
Georgia (GA) Nevada (NV) Utah (UT) 
Hawaii (HI) New Hampshire (NH) Vermont (VT) 
Idaho (ID) New Jersey (NJ) Virginia (VA) 
Indiana (IN) New Mexico (NM) Washington (WA) 
Iowa (IA) New York (NY) West Virginia (WV) 
Kansas (KS) North Carolina (NC) Wyoming (WY) 
 

 
 

ALL STATES BUT 
CALIFORNIA 
MICHIGAN 
MONTANA 
OREGON 

WISCONSIN 
ARE MEMBERS OF THE COMPACT
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STATE DRIVER’S LICENSE DIRECTORY 
 

STATE AGENCY NAME STREET ADDRESS PO BOX  CITY STATE ZIP PHONE # FAX # 

ALABAMA DEPARTMENT OF 
PUBLIC SAFETY 

500 DEXTER AVE. 1471 MONTGOMERY AL 36102-
1471 

334-242-4400 334-242-4639 

ALASKA DRIVER 
SERVICES/DMV 

2760 SHERWOOD 
LN, STE B 

 JUNEAU AK 99801 907-465-4361 907-465-5509 

ARIZONA DEPT OF 
TRANSPORTATION 

 2100 PHOENIX AZ 85001-
2100 

602-255-0072  

ARKANSAS DEPT OF DRIVER 
CONTROL 

1900 W 7TH  
ROOM 2067 

1272 LITTLE ROCK AR 72201 501-682-7060 501-682-7688 

CALIFORNIA DL LICENSING 
OPERATIONS DIV 

 9428920 SACRAMENTO CA 94290 800-777-0133 916-657-6060 

COLORADO DEPT OF REVENUE 
DIVISION OF 
MOTOR VEHICLE 

 0016 
RM 164 

DENVER CO 80261-
0016 

303-205-5830 303-205-5990 

CONNECTICUT DEPARTMENT OF 
MOTOR VEHICLES 
DRIVER HISTORY 
REQUEST 

60 STATE ST 
RM 329 
ATTN: JIM 
DENIGRIS 

 WETHERSFIELD CT 06161 860-263-5720 860-263-5572 

DELAWARE DIVISION OF 
MOTOR VEHICLES 
DRIVER’S LICENSE 
SECTION 

202 
TRANSPORTATION 
CR 

698 DOVER DE 19903 302-744-2500 302-739-2602 

DISTRICT OF 
COLUMBIA 

DMV ATT: DRIVER 
RECORDS 

301 C STREET NW 
RM 1157 

90120 WASHINGTON DC 20090 202-737-4404 202-727-4547 

FLORIDA DEPT OF MOTOR 
VEHICLES/DIVISION 
OF DRIVER 
LICENSES 

2900 APALACHEE 
PKWY 

5775 TALLAHASSEE FL 32399-
0570 

850-617-2000 850-487-7080 

GEORGIA DEPT OF DRIVER 
SERVICES 

 80447 CONYERS GA 30013 678-413-8400 678-412-8409 

HAWAII TRAFFIC 
VIOLATIONS 
BUREAU 
ATTN: ABSTRACT 
SECTION 

1111 ALAKEA 
STREET 

 HONOLULU HI 96813 808-538-5500 808-538-5520 
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STATE DRIVER’S LICENSE DIRECTORY 
 

 
 

STATE AGENCY NAME STREET ADDRESS PO BOX CITY STATE ZIP PHONE # FAX # 
 

IDAHO IDAHO DEPT OF 
TRANSPORTATION 

3311 W STATE ST 7129 BOISE ID 83707-
1129 

208-334-8000 208-334-8739 

ILLINOIS DRIVER SERVICES 
DEPARTMENT 

2701 S DIRKSEN 
PKWY 

 SPRINGFIELD  IL 62723 217-782-6212 217-785-3016 

INDIANA BUREAU OF MOTOR 
VEHICLES 

INDIANA 
GOVERNMENT 
CENTER NORTH 
100 N SENATE AVE 

 INDIANAPOLIS IN 46204 888-692-6841 317-233-3138 
OR 3139 

IOWA OFFICE OF DRIVER 
SERVICES 

 9204 DES MOINES IA 50306 800-532-1121 515-239-1837 

KANSAS DRIVER CONTROL 
BUREAU 

 12021 TOPEKA KS 66612-
2021 

785-296-3671 785-296-6851 

KENTUCKY DIVISION OF 
MOTOR VEHICLE 
LICENSING 

200 MERO ST 2014 FRANKFORT KY 40622 502-564-1257 502-564-0471 

LOUISIANA OFFICE OF MOTOR 
VEHICLE 

7979 
INDEPENDENCE 
BLVD 

64886 BATON ROUGE LA 70896-
4886 

225-925-6388 225-925-3979 

MAINE BUREAU OF MOTOR 
VEHICLES 
DL SERVICES 

29 STATE HOUSE 
STATION 

 AUGUSTA ME 04333-
0029 

207-624-9000 
EX 52116 

207-624-9013 

MARYLAND MOTOR VEHICLE 
ADMINISTRATION 

6601 RITCHIE HWY 
NE, ATTN: DRIVER 
RECORDS UNIT, 
RM 145 

 GLEN BURNIE MD 21062 301-729-4550 410-424-3050 

MASSACHUSETTS DRIVER 
CONTROL/COURT 
RECORDS 

 55896 BOSTON MA 02205-
5896 

800-215-1581 671-351-9276 

MICHIGAN DEPARTMENT OF 
STATE RECORD 
LOOKUP UNIT 

7064 CROWNER 
DRIVE 

 LANSING MI 48918-
1502 

877-675-6708 517-322-1181 

MINNESOTA DEPARTMENT OF 
PUBLIC SAFETY 
DRIVER & VEHICLE 
SERVICES 
DIVISION-RECORDS 

445 MINNESOTA 
STE 161 

 ST PAUL MN 55101-
5161 

651-215-1335 651-282-5512 



 

_________________________________________________________________________________________________________________________________________________________________________________ 
 Chapter 18-Forms 18-72 

STATE DRIVER’S LICENSE DIRECTORY 
 

STATE AGENCY NAME STREET ADDRESS PO 
BOX  

CITY STATE ZIP PHONE # FAX # 
 

MISSISSIPPI DEPT OF PUBLIC 
SAFETY  ATTN: 
DRIVER RECORDS/ 
SUSPENSIONS 
ATTN: DRIVING 
RECORDS 

 958 JACKSON MS 39205 601-987-1208 601-987-1419 

MISSOURI MOTOR VEHICLE & 
DRIVER LICENSING 
DIVISION 

301 W HIGH ST 
RM 360 

200 JEFFERSON 
CITY 

MO 65105 573-751-4475 573-526-7367 

MONTANA MOTOR VEHICLE 
DIVISION 

303 N ROBERTS 201430 HELENA MT 59620-
1430 

406-444-4590 406-444-7623 

NEBRASKA DEPT OF MOTOR 
VEHICLES (SUSP) 
DRIVING 
RECORDS/CDR 
DIVISION 

301 S 13TH ST 
CENTENNIAL 
MALL SOUTH 

94789 LINCOLN NE 68509-
4789 

402-471-3918 402-471-
8288/8694 

NEVADA DEPARTMENT OF 
MOTOR 
VEHICLES/RECORDS 

555 WRIGHT WAY  CARSON CITY NV 89711-
0400 

775-684-4368 775-684-4389 

NEW HAMPSHIRE DEPARTMENT OF 
SAFETY 
ATTN: RECORDS 

23 HAZEN DR  CONCORD NH 03305 603-271-2322 603-271-1061 

NEW JERSEY MOTOR VEHICLE 
SERVICES 

225 E STATE 
STREET CN-137 

160 TRENTON NJ 08666 609-292-6100 609-292-7090 

NEW MEXICO MOTOR VEHICLE 
DIVISION DRIVER 
SERVICES BUREAU 

1200 S ST FRANCIS 
DR   
 

1028 SANTA FE NM 87504-
1028 

888-693-4636 505-827-2783 

NEW YORK DEPARTMENT OF 
MOTOR VEHICLES 

6 EMPIRE STATE 
PLAZA 

 ALBANY NY 12228 518-474-0774 518-473-8229 

NORTH CAROLINA DEPARTMENT OF 
MOTOR VEHICLES 

1100 NEW BERN 
AVE 

 RALEIGH NC 27697 919-715-7000 919-733-0806 

NORTH DAKOTA DRIVERS LICENSE 
DIVISION 

608 E BOULEVARD 
AVENUE 

 BISMARK ND 58505-
0700 

701-328-2604 701-328-2435 

OHIO BUREAU OF MOTOR 
VEHICLES 

 16520 COLUMBUS OH 43216-
6520 
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STATE DRIVER’S LICENSE DIRECTORY 
 

STATE AGENCY NAME STREET ADDRESS PO BOX  CITY STATE ZIP PHONE # FAX # 
 

OKLAHOMA DEPARTMENT OF 
PUBLIC SAFETY 

 11415 OKLAHOMA 
CITY 

OK 73136-
0415 

405-425-2424 405-425-
2046/2061 

OREGON OREGON DMV 
ATTN: RECORD 
SERVICES UNIT 

1905 LANA 
AVENUE NE 

 SALEM OR 97314 503-945-7950 503-945-5425 

PENNSYLVANIA DEPT OF 
TRANSPORTATION 

1101 S FRONT ST 68695 HARRISBURG PA 17104 717-412-5300 717-705-2401 

RHODE ISLAND DEPT MOTOR 
VEHICLE 
OPERATOR 
CONTROL 

600 NEW LONDON 
AVE 

 CRANSTON RI 02920-
3024 

401-462-4368 401-462-0829 

SOUTH CAROLINA DEPARTMENT OF 
PUBLIC SAFETY 

10311 WILSON 
BLVD 

1498 BLYTHEWOOD SC 29016 803-896-5000 Report costs 
$6.00 

SOUTH DAKOTA DEPT PUBLIC 
SAFETY LICENSING 

118 W CAPITOL 
AVE 

 PIERRE SD 57501-
2036 

605-773-6883 605-773-3018 

TENNESSEE DEPARTMENT OF 
SAFETY 

1150 FOSTER AVE 945 NASHVILLE TN 37202-
0945 

866-903-7357 615-532-3056 

TEXAS DEPARTMENT OF 
PUBLIC SAFETY 

5805 NORTH 
LAMAR 

4087 AUSTIN TX 78773-
0001 

512-424-2600 512-424-5716 

UTAH DEPT OF PUBLIC 
SAFETY 

4501 S 2700 WEST 141775 SALT LAKE 
CITY 

UT 84119-
1775 

801-965-4461 801-965-4496 

VERMONT DEPARTMENT OF 
MOTOR VEHICLES 

120 STATE STREET  MONTPELIER VT 05603-
0001 

802-828-8869 802-828-2098 

VIRGINIA DEPARTMENT OF 
MOTOR VEHICLES 

 27412 RICHMOND VA 23269 804-497-7100 804-367-6631 

WASHINGTON DEPARTMENT OF 
LICENSING DRIVER 
SERVICES DIVISION 

 9048 OLYMPIA WA 98507-
9048 

360-902-3913 360-570-1247 

WEST VIRGINIA DIVISION OF 
MOTOR VEHICLES-
CDR UNIT 

1800 KANAWHA 
BLVD EAST STATE 
CAPITOL 
COMPLEX BLDG E 

 CHARLESTON WV 25317 304-558-3900 
800-642-9066 

304-926-3881 

WISCONSIN DEPT OF 
TRANSPORTATION 

4802 
SHEYBOYGAN 
AVENUE 

7917 MADISON WI 53707-
7917 

608-266-2353 608-267-1873 

WYOMING DEPT OF 
TRANSPORTATION 

5300 BISHOP BLVD  CHEYENNE WY 82009-
3340 

307-777-4800 307-777-4803 
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IN THE MUNICIPAL COURT OF _____________________, KANSAS 
 
 
CITY OF _____________________, KANSAS, 
                           Plaintiff 
        CASE # ________________ 
 
________________________________, 
     Defendant. 
 
 
 

PETITION FOR EXPUNGEMENT OF ARREST RECORD 
 

Petitioner’s name is now ___________________________________________________ 
 
Petitioner’s name at the time of arrest _________________________________________ 
 
Race: ___   Sex: ___  Date of Birth ___________ Social Security Number ____________ 
 
On _______ petitioner was arrested by the _____________________________________  
         date      law enforcement agency 
 
for _____________________________________________________________________.                                   
                           charge 
 
The petitioner is entitled to expungement of above arrest record for the following reason: 

 The arrest occurred because of mistaken identity; or 
 a Court has found that there was no probable cause for the arrest; or 
 the petitioner was found not guilty in court proceedings; or 
 the expungement would be in the best interests of justice and  

 charges have been dismissed; or  
 no charges have been or are likely to be filed. 

 
Wherefore, the petitioner prays that this Court grant this petition for the purpose of expunging the 
petitioner’s record. 
 
 
              
Date         Signature of Petitioner 
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NOTICE OF HEARING 
 
Take notice that the above Petition for Expungement will be called for hearing in the Municipal Court of 
_________________, Kansas on the ___ day of _________, 20___ at ___________ __.M. 
 
              
       _____________________________ 
         Municipal Court Clerk 
 
 

NOTICE OF SERVICE 
 
To : Prosecuting Attorney and Arresting Law Enforcement Agency 
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IN THE MUNICIPAL COURT OF _______________________, KANSAS 
 
 
CITY OF __________________________, KANSAS, 
      Plaintiff, 
 
 vs.       Case No. ____________ 
  
___________________________, 
     Defendant. 
 
 

ORDER OF EXPUNGEMENT OF ARREST RECORD 
 

     Now on this ______ day of _____________, ______, the above-captioned matter comes on for 
hearing on defendant’s Petition for Expungement pursuant to K.S.A.   
 

After reviewing the matter, the Court finds as follows: 
 
1. Petitioner’s full name is, and was at the time of arrest, the same as set out in the caption above. 
 
2. The sex, race, and birth date of the petitioner are as follows:  

____________________________________________________ 
 
3. Petitioner was arrested on the _____day of _____________, ______, for  a violation of Ordinance 
 No. ________, to-wit:  
              
 
 
     NOW, THEREFORE, IT IS THE ORDER OF THIS COURT that the arrest of defendant-petitioner, 
as described herein, should be, and the same is hereby ordered, expunged, for the following reason(s): 
 

 The arrest occurred because of mistaken identity; or 
 a court has found that there was no probable cause for the arrest; or 
 the petitioner was found not guilty in court proceedings; or 
 the expungement would be in the best interests of justice and  

 charges have been dismissed; or  
 no charges have been or are likely to be filed. 

 
The Clerk of the Court is directed to send a certified copy of the expungement to the Federal Bureau of 
Investigation, the Kansas Bureau of Investigation, the Secretary of Corrections, and any other criminal 
justice agency or state agency, which may have a record of said arrest. 
 
The Court finds that in the interest of public welfare, the defendant’s arrest should be available for the 
following purposes: 
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 in any application for employment as a detective with a private detective agency as 
defined by K.S.A. 75-7b01 and amendments thereto; as security personnel with a private 
patrol operate, as defined by K.S.A. 75-7b01 and amendments thereto; or with an 
institution, as defined in K.S.A. 76-12a01 and amendments thereto, of the department of 
social and rehabilitation services; 

 
 in any application for admission, or for an order of reinstatement, to the practice of law in 

this state; 
 

 to aid in determining the petitioner’s qualifications for employment with the Kansas 
Lottery or for work in sensitive areas within the Kansas Lottery as deemed appropriate by 
the executive director of the Kansas Lottery; 

 
 to aid in determining the petitioner’s qualifications for executive director of the Kansas 

racing Commission, for employment with the commission or for work sensitive areas in 
parimutuel racing as deemed appropriate by the executive director of the commission, or 
to aid in determining qualifications for licensure or renewal of licensure by the 
commission; 

 
 in any application for a commercial driver’s license under K.S.A. 8-2,125 through 8-

2,142 and amendments thereto; 
 

 to aid in determining the petitioner’s qualifications to be an employee of the state gaming 
agency; 

 
 to aid in determining the petitioner’s qualifications to be an employee of a tribal gaming 

commission or to hold a license issued pursuant to a tribal-state gaming compact 
 

 other 
________________________________________________________________________
________________________________________________________________________
___________________________________       
    

 
IT IS THE FURTHER ORDER OF THE COURT that, except as may be provided by statute, petitioner 
shall be treated as not having been arrested for the offense described herein. 
 
 
 
        _______________________________ 

       Judge of the Municipal Court
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IN THE MUNICIPAL COURT OF ___________________, KANSAS 
 

 
CITY OF ______________________, KANSAS, 
    Plaintiff, 
       CASE NO. _____________ 
__________________________________, 
    Defendant. 
 
 

PETITION FOR EXPUNGEMENT 
 

Petitioner’s name is now ___________________________.   
 
Petitioner’s name at the time of arrest was ___________________. 
 
Race: __   Sex: __   Birth Date: ________ Social Security Number: ________________ 
 
The petitioner moves this court for an order of expungement for case no     issued on   
day of    , 20  for the charge of      for the following reasons: 
 

1. More than three/five years have elapsed since the petitioner satisfied the sentence 
imposed or was discharged from probation, parole or a suspended sentence. 

 
2. Petitioner has not been convicted of a felony in the past two years, and no proceeding 

involving any such crime is presently pending or being instituted against petitioner. 
 

3. The circumstances and behavior of petitioner warrant the expungement. 
 

4. The expungement is consistent with the public welfare. 
 
     Wherefore, the petitioner prays that this court grant this petition for the purpose of expunging the 
petitioner’s record of arrest, diversion and/or conviction for the aforementioned offense. 
 
 
 
______________________    ______________________________ 
Date       Signature of Petitioner 
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NOTICE OF HEARING 
 
Take notice that the above Petition for Expungement will be called for hearing in the Municipal Court of 
Arkansas City, Kansas on the ___ day of _________, 20___ at ___________ __.M. 
 
       _____________________________ 
       Municipal Court Clerk 
 
 

Notice of Service 
 
To: Prosecuting Attorney and Arresting Law Enforcement Agency 
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IN THE MUNICIPAL COURT OF ________________________, KANSAS 
 
 
 
CITY OF ___________________________, KANSAS, 
      Plaintiff, 
 
 vs.       Case No. ____________ 
 
___________________________, 
     Defendant. 
 
 

 
ORDER OF EXPUNGEMENT 

 
     Now on this ______ day of _____________, ______, the above-captioned matter comes on for 
hearing on defendant’s Petition for Expungement pursuant to K.S.A. 12-4516. 
 

After reviewing the matter, the Court finds as follows: 
 

1. Petitioner’s full name is, and was at the time of arrest, conviction, or diversion; the same as 
set out in the caption above. 

 
2. The sex, race, and birth date of the petitioner are as follows:  

              
 

3. Petitioner was arrested, convicted, or diverted in this court on the _____day of 
_____________, ______, of the violation of Ordinance No. ________, to-wit:   

              
 

4. More than three/five years have elapsed since petitioner satisfied the sentence imposed or was 
discharged from diversion, probation, parole, or suspended sentence. 

 
5. Petitioner has not been convicted of a felony in the past two years, and no proceeding 

involving any such crime is presently pending or being instituted against petitioner. 
 

6. The circumstances and behavior of petitioner warrant the expungement; and  
 

7. The expungement is consistent with the public welfare. 
 

8. Additional disclosure requirements: 
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 NOW, THEREFORE, IT IS THE ORDER OF THIS COURT that the conviction or diversion and 
related arrest record of the defendant-petitioner, as described herein, should be, and the same is hereby 
ordered, expunged.  The Clerk of the Court is directed to send a certified copy of the expungement to the 
Kansas Bureau of Investigation. 
 

IT IS THE FURTHER ORDER OF THE COURT that, except as may be provided by statute, or 
otherwise stated herein petitioner shall be treated as not having been arrested, diverted or convicted of 
the offense described herein. 
 
 
 
 
 
      ______________________________________ 
       Judge of the Municipal Court 
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EXPUNGEMENT CERTIFICATE OF SERVICE 
 
 

On __________, 20__, I _________________________ do hereby certify that as per K.S.A. 12-4516d, I 
did deposit in the U.S. Mail, postage prepaid and properly addressed, a true and correct certified copy of 
the foregoing MOTION FOR EXPUNGEMENT to the Kansas Bureau of Investigation, 1620 Tyler, 
Topeka, KS  66612. 
 
On the same said date, a certified copy of the foregoing MOTION FOR EXPUNGEMENT was 
personally delivered to the _____________________ Police Department, ______________________, 
________________________, KS __________. 
 
 
 
               
       Signature 
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EXPUNGEMENT CHECKLIST 
 

  Get information from defendant, pull original file. 
  Give defendant instruction sheet, copy of Petition when signed. 
  When Petition is returned, check that all items are filled in and it is signed. 
  Enter case into computer 
  Collect fee, file stamp, enter hearing date. 
  Type order of expungement, have defendant sign. 
  Run an alert and traffic check on the defendant and attach it to the Petition for the 

Judges’ file. 
  Make folder. 
  Route a copy of the Petition to the City Prosecutor. 
  Send Notice of Hearing to prosecutor and arresting law enforcement agency. 
  Put Petition, Order, criminal history information, and original file in the appropriate folder. 
  Once Order of Expungement is signed by Judge, review file to make sure appropriate 

notations appear on the originals. 
  Close in computer, take out name, birth date, enter expungement in disposition field and 

charge field. 
  Send certified copies of the Order of Expungement with form letter to: 
   Kansas Bureau of Investigation 
   1620 Tyler  
   Topeka, KS  66612 
   Attn:  Identification Division 
  Send one certified copy of the Order of Expungement along with form letter to: 
  Send or deliver one certified copy to the defendant or his/her attorney. 
  Put copy of this completed checklist with file. 
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12-4516 
Chapter 12.--CITIES AND MUNICIPALITIES 

Article 45.--CODE FOR MUNICIPAL COURTS; TRIALS AND  
PROCEEDINGS INCIDENT THERETO 

 12-4516. Expungement of certain convictions, arrest records and diversion 
agreements. (a) (1) Except as provided in subsection (b), (c) and (d), any person who has been 
convicted of a violation of a city ordinance of this state may petition the convicting court for the 
expungement of such conviction and related arrest records if three or more years have elapsed since the 
person: 
 

(A)  Satisfied the sentence imposed; or 
 

(B)  was discharged from probation, parole or a suspended sentence. 
 
 (2)  Except as provided in subsection (b), (c) and (d), any person who has fulfilled the terms of a 
diversion agreement based on a violation of a city ordinance of this state may petition the court for the 
expungement of such diversion agreement and related arrest records if three or more years have 
elapsed since the terms of the diversion agreement were fulfilled. 
 
(b)  No person may petition for expungement until five or more years have elapsed since the person 
satisfied the sentence imposed or the terms of a diversion agreement or was discharged from probation, 
parole, conditional release or a suspended sentence, if such person was convicted of the violation of a 
city ordinance which would also constitute: 
 
 (1)  Vehicular homicide, as defined by K.S.A. 21-3405, prior to its repeal, or K.S.A. 2011 Supp. 
21-5406, and amendments thereto; 
 
 (2)  driving while the privilege to operate a motor vehicle on the public highways of this state has 
been canceled, suspended or revoked, as prohibited by K.S.A. 8-262, and amendments thereto; 
 
 (3)  perjury resulting from a violation of K.S.A. 8-261a, and amendments thereto; 
 
 (4)  a violation of the provisions of the fifth clause of K.S.A. 8-142, and amendments thereto, 
relating to fraudulent applications; 
 
 (5)  any crime punishable as a felony wherein a motor vehicle was used in the perpetration of 
such crime; 
 
 (6)  failing to stop at the scene of an accident and perform the duties required by K.S.A. 8-1602, 
8-1603 or 8-1604, and amendments thereto; 
 
 (7)  a violation of the provisions of K.S.A. 40-3104, and amendments thereto, relating to motor 
vehicle liability insurance coverage; or 
 
 (8)  a violation of K.S.A. 21-3405b, prior to its repeal. 
(c)  No person may petition for expungement until 10 or more years have elapsed since the person 
satisfied the sentence imposed or the terms of a diversion agreement or was discharged from probation, 
parole, conditional release or a suspended sentence, if such person was convicted of the violation of a 
city ordinance which would also constitute a violation of K.S.A. 8-1567, and amendments thereto. 
 
(d)  There shall be no expungement of convictions or diversions for a violation of a city ordinance which 
would also constitute a violation of K.S.A. 8-2,144, and amendments thereto. 
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(e)  When a petition for expungement is filed, the court shall set a date for a hearing of such petition and 
shall cause notice of such hearing to be given to the prosecuting attorney and the arresting law 
enforcement agency. The petition shall state:  (1) The defendant's full name; 
 (2)  the full name of the defendant at the time of arrest, conviction or diversion, if different than 
the defendant's current name; 
 
 (3)  the defendant's sex, race and date of birth; 
 

(4)  the crime for which the defendant was arrested, convicted or diverted; 
 

(5)  the date of the defendant's arrest, conviction or diversion; and 
 
 (6)  the identity of the convicting court, arresting law enforcement agency or diverting authority. 
A municipal court may prescribe a fee to be charged as costs for a person petitioning for an order of 
expungement pursuant to this section.  Any person who may have relevant information about the 
petitioner may testify at the hearing.  The court may inquire into the background of the petitioner and 
shall have access to any reports or records relating to the petitioner that are on file with the secretary of 
corrections or the Kansas parole board. 
 
(f)  At the hearing on the petition, the court shall order the petitioner's arrest record, conviction or 
diversion expunged if the court finds that: 
 
 (1)  The petitioner has not been convicted of a felony in the past two years and no proceeding 
involving any such crime is presently pending or being instituted against the petitioner; 
 

(2)  the circumstances and behavior of the petitioner warrant the expungement; and 
 

(3)  the expungement is consistent with the public welfare. 
 
(g)  When the court has ordered an arrest record, conviction or diversion expunged, the order of 
expungement shall state the information required to be contained in the petition.  The clerk of the court 
shall send a certified copy of the order of expungement to the Kansas bureau of investigation which shall 
notify the federal bureau of investigation, the secretary of corrections and any other criminal justice 
agency which may have a record of the arrest, conviction or diversion.  After the order of expungement 
is entered, the petitioner shall be treated as not having been arrested, convicted or diverted of the 
crime, except that: 
 
 (1)  Upon conviction for any subsequent crime, the conviction that was expunged may be 
considered as a prior conviction in determining the sentence to be imposed; 
 
 (2)  the petitioner shall disclose that the arrest, conviction or diversion occurred if asked about 
previous arrests, convictions or diversions: 
 

 (A)  In any application for employment as a detective with a private detective agency, as 
defined by K.S.A. 75-7b01, and amendments thereto; as security personnel with a private patrol 
operator, as defined by K.S.A. 75-7b01, and amendments thereto; or with an institution, as 
defined in K.S.A. 76-12a01, and amendments thereto, of the department of social and 
rehabilitation services; 
 
 (B)  in any application for admission, or for an order of reinstatement, to the practice of 
law in this state; 
 
 (C)  to aid in determining the petitioner's qualifications for employment with the Kansas 
lottery or for work in sensitive areas within the Kansas lottery as deemed appropriate by the 
executive director of the Kansas lottery; 
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 (D)  to aid in determining the petitioner's qualifications for executive director of the 
Kansas racing and gaming commission, for employment with the commission or for work in 
sensitive areas in parimutuel racing as deemed appropriate by the executive director of the 
commission, or to aid in determining qualifications for licensure or renewal of licensure by the 
commission; 
 
 (E)  to aid in determining the petitioner's qualifications for the following under the Kansas 
expanded lottery act:  (i) Lottery gaming facility manager or prospective manager, racetrack 
gaming facility manager or prospective manager, licensee or certificate holder; or (ii) an officer, 
director, employee, owner, agent or contractor thereof; 
 
 (F)  upon application for a commercial driver's license under K.S.A. 8-2,125 through 8-
2,142, and amendments thereto; 
 
 (G)  to aid in determining the petitioner's qualifications to be an employee of the state 
gaming agency; 
 
 (H)  to aid in determining the petitioner's qualifications to be an employee of a tribal 
gaming commission or to hold a license issued pursuant to a tribal-state gaming compact; 
 
 (I)  in any application for registration as a broker-dealer, agent, investment adviser or 
investment adviser representative all as defined in K.S.A. 17-12a102, and amendments thereto; 
 
 (J)  in any application for employment as a law enforcement officer, as defined in K.S.A. 
22-2202 or 74-5602, and amendments thereto; or 
 
 (K)  for applications received on and after July 1, 2006, to aid in determining the 
petitioner's qualifications for a license to carry a concealed weapon pursuant to the personal and 
family protection act, K.S.A. 2011 Supp. 75-7c01 et seq., and amendments thereto; 
 

 (3)  the court, in the order of expungement, may specify other circumstances under which the 
arrest, conviction or diversion is to be disclosed; and 
  
 (4)  the conviction may be disclosed in a subsequent prosecution for an offense which requires as 
an element of such offense a prior conviction of the type expunged. 
 
(h)  Whenever a person is convicted of an ordinance violation, pleads guilty and pays a fine for such a 
violation, is placed on parole or probation or is granted a suspended sentence for such a violation, the 
person shall be informed of the ability to expunge the arrest records or conviction.  Whenever a person 
enters into a diversion agreement, the person shall be informed of the ability to expunge the diversion. 
 
(i)  Subject to the disclosures required pursuant to subsection (g), in any application for employment, 
license or other civil right or privilege, or any appearance as a witness, a person whose arrest records, 
conviction or diversion of an offense has been expunged under this statute may state that such person 
has never been arrested, convicted or diverted of such offense. 
 
(j)  Whenever the record of any arrest, conviction or diversion has been expunged under the provisions 
of this section or under the provisions of any other existing or former statute, the custodian of the 
records of arrest, conviction, diversion and incarceration relating to that crime shall not disclose the 
existence of such records, except when requested by: 
 

(1)  The person whose record was expunged; 
 
 (2)  a private detective agency or a private patrol operator, and the request is accompanied by a 
statement that the request is being made in conjunction with an application for employment with such 
agency or operator by the person whose record has been expunged; 
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 (3)  a court, upon a showing of a subsequent conviction of the person whose record has been 
expunged; 
 
 (4)  the secretary of social and rehabilitation services, or a designee of the secretary, for the 
purpose of obtaining information relating to employment in an institution, as defined in K.S.A. 76-12a01, 
and amendments thereto, of the department of social and rehabilitation services of any person whose 
record has been expunged; 
 
 (5)  a person entitled to such information pursuant to the terms of the expungement order; 
 
 (6)  a prosecuting attorney, and such request is accompanied by a statement that the request is 
being made in conjunction with a prosecution of an offense that requires a prior conviction as one of the 
elements of such offense; 
 
 (7)  the supreme court, the clerk or disciplinary administrator thereof, the state board for 
admission of attorneys or the state board for discipline of attorneys, and the request is accompanied by 
a statement that the request is being made in conjunction with an application for admission, or for an 
order of reinstatement, to the practice of law in this state by the person whose record has been 
expunged; 
 
 (8)  the Kansas lottery, and the request is accompanied by a statement that the request is being 
made to aid in determining qualifications for employment with the Kansas lottery or for work in sensitive 
areas within the Kansas lottery as deemed appropriate by the executive director of the Kansas lottery; 
 
 (9)  the governor or the Kansas racing and gaming commission, or a designee of the commission, 
and the request is accompanied by a statement that the request is being made to aid in determining 
qualifications for executive director of the commission, for employment with the commission, for work in 
sensitive areas in parimutuel racing as deemed appropriate by the executive director of the commission 
or for licensure, renewal of licensure or continued licensure by the commission; 
 
 (10)  the Kansas racing and gaming commission, or a designee of the commission, and the 
request is accompanied by a statement that the request is being made to aid in determining 
qualifications of the following under the Kansas expanded lottery act: (A) Lottery gaming facility 
managers and prospective managers, racetrack gaming facility managers and prospective managers, 
licensees and certificate holders; and (B) their officers, directors, employees, owners, agents and 
contractors; 
 
 (11)  the state gaming agency, and the request is accompanied by a statement that the request 
is being made to aid in determining qualifications: (A) To be an employee of the state gaming agency; or 
(B) to be an employee of a tribal gaming commission or to hold a license issued pursuant to a tribal-
state gaming compact; 
 
 (12)  the Kansas securities commissioner, or a designee of the commissioner, and the request is 
accompanied by a statement that the request is being made in conjunction with an application for 
registration as a broker-dealer, agent, investment adviser or investment adviser representative by such 
agency and the application was submitted by the person whose record has been expunged; 
 
 (13)  the attorney general, and the request is accompanied by a statement that the request is 
being made to aid in determining qualifications for a license to carry a concealed weapon pursuant to the 
personal and family protection act; 
 
 (14)  the Kansas sentencing commission; 
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 (15) the Kansas commission on peace officers' standards and training and the request is 
accompanied by a statement that the request is being made to aid in determining certification eligibility 
as a law enforcement officer pursuant to K.S.A. 74-5601 et seq., and amendments thereto; or 
 
 (16)  a law enforcement agency and the request is accompanied by a statement that the request 
is being made to aid in determining eligibility for employment as a law enforcement officer as defined by 
K.S.A. 22-2202, and amendments thereto. 
 
 History:  L. 1978, ch. 120, § 27; L. 1980, ch. 102, § 1; L. 1981, ch. 158, § 1; L. 1982, ch. 139, 
§ 1; L. 1985, ch. 48, § 13; L. 1985, ch. 78, § 5; L. 1987, ch. 292, § 22; L. 1988, ch. 315, § 1; L. 1989, 
ch. 38, § 45; L. 1995, ch. 251, § 9; L. 1996, ch. 256, § 10; L. 1998, ch. 131, § 4; L. 2004, ch. 154, § 
55; L. 2006, ch. 32, § 19; L. 2006, ch. 171, § 1; L. 2007, ch. 110, § 56; L. 2008, ch. 162, § 1; L. 2011, 
ch. 105, § 24; July 1. 
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12-4601 
Chapter 12.--CITIES AND MUNICIPALITIES 

Article 46.--CODE FOR MUNICIPAL COURTS; APPEALS 

   12-4601. Appeal; stay of proceedings.  An appeal may be taken to the district court in the 
county in which said municipal court is located:  

   (a)  By the accused person in all cases; and  

   (b)  By the city upon questions of law.  

   The appeal shall stay all further proceedings upon the judgment appealed from.  

   History:  L. 1973, ch. 61, § 12-4601; April 1, 1974.  

 

12-4602 
Chapter 12.--CITIES AND MUNICIPALITIES 

Article 46.--CODE FOR MUNICIPAL COURTS; APPEALS 

   12-4602.  Same; procedure. An appeal to the district court may be taken as provided in K.S.A. 
22-3609. The appearance bond may continue in effect throughout the appeal; however, the 
municipal judge may require a separate appeal bond. Hearing and judgment on appeal shall be as 
provided in K.S.A. 22-3610 and 22-3611.  

   History:  L. 1973, ch. 61, § 12-4602; April 1, 1974.  
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APPEAL APPEARANCE BOND 

 
IN THE MUNICIPAL COURT OF                                    , KANSAS 

 
City of ______________________ 
   vs. 
 
____________________________ 
           (Accused Person) 
 
 I, ____________________________, the accused person, as principal, and 
_______________________________, as surety (when surety is used) acknowledge ourselves to be 
indebted to the City of _______________________, Kansas, in the sum of ______________________ 
dollars, secured as required by law, upon the following condition:  to wit: 
 
 That said accused person shall personally appear before the District Court of 
__________________________________ County , on the _______________ day of 
_________________________ at ____________ o’clock __.M.; and from time to time as required by 
the Court to answer to the complaint against him, according to his promise to do so which he hereby 
makes. 
 
 Dated this _____________________________ day of ______________, 200__. 
 
______________________________  ___________________________ 
       (Accused Person)        (Surety --- when applicable) 
______________________________  ___________________________ 
     (Address)            (Address) 
 
 
 
APPROVAL OF SURETY: 
 
 Surety on the above bond accepted and approved this ________________ day of 
_____________, 200___. 
 

________________________________ 
        (Municipal Judge) 

APPROVAL OF BOND WITHOUT SURETY: 
        
 This bond accepted and approved without surety this __________ day of _________________, 
 200 _____. 

________________________________ 
                (Municipal Judge)

This is a SAMPLE form.  Municipal courts are not required to 
provide appeal forms. 
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BENCH WARRANT FLOW CHART 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
        

 
Fails to Pay Citation 

 

 
Fails to Appear in Court 

 

 
     Bench Warrant Ordered & Bond
              Set by Judge 

 

 
Bench Warrant Issued by Court  

 
 

       Bench Warrant Given to 
Police Department or  

 Warrant Officer for Service 

    When served, court process 
Begins again with appearance 

in Court 
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Otis W. Morrow, CITY ATTORNEY             Warrant Number:     
PO Box 1146      Docket Number:      
Arkansas City, KS 67005 
 

In the Municipal Court of_____________________, Kansas 
 
City of _________________, Plaintiff 
                   vs. 
        DOB:       
       
 
 

BENCH WARRANT 
 
This matter comes on for hearing upon the Court’s Motion. Plaintiff appears by 
    , City Attorney, and the defendant appears not. 
 
Thereupon, the Court being advised in the premises finds that a bench warrant should be issued for the 
following reason: 
 That the defendant failed to appear in court after receiving  
 
  
 
It is therefore, by the Court ordered that the Police of   , Kansas, arrest or cause to be 
arrested the said defendant wherever he/she may be found and commit him/her to the jail for appearance 
before this Court. 
 
It is further ordered that a proper surety bond be set in the amount of $   .  Cash bond or 
Professional Bondsman only. (If Juvenile, parent approved.)  [Double for Bondsman or Parent] 
 
Warrant Issue Date:  
 
IT IS SO ORDERED 
 
       
Municipal Court Judge 
 
 
I hereby certify that I have executed the within Bench Warrant by arresting the named accused person 
(and taking a bond in the sum of $   as security for appearance before the Municipal Court of   
   , Kansas.) 
 
 
       
Signature and Title 
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____________Date__________________ 
 
 
____________Defendant’s Name_______ 
____________Defendant’s Address_____ 
__________________________________   Docket #:  ____________ 
 

Courtesy Letter 
 

As a courtesy to you the Municipal Court is advising you that a bench warrant has been issued for your 
arrest. Failure to pay or appear in Municipal Court on the charges of  
           
has resulted in the issuance of the warrant. 
 
Upon arrest, you will need to make a cash bond or you will be held in jail until the next court date. 
 
IF you choose to pay the amount in full plus the warrant fees, you may call me at the above telephone 
number.  If you choose to pay the fines and fees, the total amount MUST be paid in a lump sum.  IF you 
cannot make the total amount owed, then an arrest and bonding procedures MUST be completed before you 
can speak to the judge on the court date about arrangements or jail confinement for failure to pay fines and 
fees. 
 
You can also choose to surrender yourself to the     Police Department.  The booking 
process will be completed and a court date will be given to you.  You should be prepared to have a cash 
bond or a professional bondsman willing to be responsible for your appearance. 
 
A suspension order for your driver’s license will be sent to the Motor Vehicle Department.  Reinstatement fee 
is $50.00 for each violation that must be paid in addition to all fines and fees before your driver’s license will 
be reinstated. 
 
If unpaid, the Court will notify the State of Kansas of your unpaid fine and fees, and they will withhold any 
money due you or your spouse and apply the money on this fine until it is paid in full.  This would include any 
tax refund due you. 
 
Thank you for your prompt attention in this matter. 
 
Respectfully, 
 
 
Municipal Court Manager 

Municipal Court 
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IN THE MUNICIPAL COURT OF THE CITY OF 
__________________, KANSAS 

 
CITY OF    , KANSAS 
 Plaintiff,  WARRANT #:     
 
Vs 
        DOCKET #:     
 Defendant  DATE OF BIRTH:    
 

ORDER TO WITHDRAW WARRANT 
 

To all police officers of the City of     , Kansas: 
 
You are further authorized and directed to return the withdrawn warrant to the  
    Municipal Court.  You are also directed to inform other agencies of this 
Withdrawal Notice if you advised other agencies of the warrant.   
 
IT IS BY THE COURT SO ORDERED. 
        
       
Municipal Court Judge or Manager 
 
 
Return:  I certify that the original warrant has been withdrawn from the records of the  
     Police Department and all copies have been destroyed.  Attached is the 
original warrant. 
 
Dated:      By Dispatcher:        
 
 

 
 
 
 
 
 
 

Municipal Court 
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Municipal Court Warrant Check List 
 
Defendants Name:         
Address         
Docket #:        Warrant #     
Date of Birth:                DL#      

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Court Procedures Date 
Completed 

Initials 

Pull warrant from weekly cases   
Check docket file for payments to verify outstanding fines due   
Check file for pay dates to verify court date is past   
Check computer for outstanding balance   
Check computer for outdated court appearance   
Generate Warrant Checklist   
In action field place W   
Issue warrants using Court Reporter   
Recheck warrant with file for accurate:   
                DL #   
                DOB#   
                Name   
                Corrections to computer made   
                Warrant reran   
Recheck warrant with computer:   
                Balance   
                Court Date   
                Add Bonds (Double amount owed court)   
File in Judges box to be signed   
Recheck warrant with computer    
               Balance still owed   
               Court date still in the rear   
Make copy of warrant for file   
File copy of warrant in file   
File bench warrant check list with docket    
Immediately send warrant to police department   
   
Court Withdraw Warrant   
Pull Case from warrant file   
Clear from Computer & add appropriate fees   
Call Police Department to clear warrant –note person spoke with   
Fax copy of warrant withdrawal   
Do not file case until   
        Warrant is returned   
        Payments are filed in case   
   
Police Department Withdrawal Procedures   
       Pull hard copy   
       Remove from Badge   
       Notify other agencies of warrant withdrawal   
       Complete Withdraw Order   
       Place in Court’s Box   

Sample of Warrant Check 
List to ensure each case has 
the proper and same 
procedures. 
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IN THE MUNICIPAL COURT OF     , KANSAS 
 

The City of     , Kansas, 
 
 vs.        Case No.     

 
      
Accused person 
 
      
 (Address) 
 

ARREST WARRANT 
 

The City of     , Kansas, to the Chief of Police of    , 
Kansas, or any duly authorized law enforcement officer of the State of Kansas: 
 
 WHEREAS, a sworn complaint in writing has been made to me and it appearing that 
there is probably cause to believe that on or about the    day of    , 
 , within the corporate limits of the above City, the above-named accused person did 
unlawfully: 
               
               
               
     in violation of Section    of Ordinance No.     
of said city: 
 
 THEREFORE, you are commanded to forthwith arrest the above-named accused 
person and bring said accused person before this Court to be dealt with according to law. 
 
 The amount of appearance bond is hereby set at $     for the appearance 
of the accused person before the Municipal Court of     , Kansas, on the  
   day of    ,   , at    o’clock  .m. 
 
 Given under my hand this    day of    ,   . 
 
 
 
               
       Municipal Judge 
 
           , Kansas 
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RETURN 
 

 I hereby certify that I have executed the within warrant by arresting the named accused 
person (and taking a bond in the sum of $     as security for appearance before 
the Municipal Court of    , Kansas) this   day of    , 
 . 
 
 This is to certify that I have made a diligent search for the within-named accused person 
but have been unable to find same. 
 
City:       
Date:       
 
 
 
               
       Signature 
 
 
               
       Title 
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Home Rule Charter 
Ordinance Exempts 
Cities from Certain 
Laws ie. Court Costs 
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SAMPLE BOND FORM 
 

THE MUNICIPAL COURT OF _________1________, KANSAS 
 
 

City of ______2__________, KANSAS        PLAINTIFF    > 
    > 
                                   VS.                          > Docket Number:   
 3         > 
    > 
     4  ,  DEFENDANT > 
 
 
STATE OF KANSAS, ______5________ COUNTY SS: 
 
Come now ___________6_______________ (defendant) principal and 
___________7___________ severally acknowledge themselves to be indebted the plaintiff in 
the sum of _______8________ dollars, for the payment of which they each bind themselves, 
their heirs, administrators and executors, trustees and assigns. 
 
The condition of this bond is that the above defendant shall personally be and appear before 
the above indicated court on the ______9_____ day of _______10_______ 2,0_11__ at 
__12___ o’clock _13__.m.  Then and there to answer to the charge(s) of: 
_________________________14___________________________________________  
              
            
pending against (him) (her) in said court in the above entitled action and shall continue to be an 
appear before said court from day to day and abide the orders, judgments and sentences of 
said court, and not depart without leave of said court. 
 
Additional conditions of release: 
_____________15            
              
 
The defendant agrees to all of said conditions.  Dated this ____16________ day of 
______17________, 20_18__. 
 
  ________________19____________________ 
       DEFENDANT 
___________20__________________ __________21       
SURETY     SURETY 
___________22__________________   _________23      
ADDRESS     ADDRESS 
___________24__________________   _________25      
TELEPHONE    TELEPHONE 
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BOND INSTRUCTIONS 
 
 

1. City court resides.  Example:  Topeka 

2. County Court resides.  Example:  Shawnee 

3. Place docket number of court identification number (or ticket number or police department 

number). 

4. Full name of defendant.  Example:  John Paul Doe 

5. County in which court resides. 

6. Full name of defendant.  Example:  John Paul Doe 

7. Name of person signing bond to ensure his appearance.  Example:  Jane Ann Doe. 

8. Dollar amount of bond.  Example:  $500 

9. Day of court.  Example:  1st 

10. Month of Court.  Example: January 

11. Year of court.  Example:  96 

12. Time of appearance.  Example:  3:00 

13. A. for morning; P. for afternoon, evening. 

14. List violation (s) bond is written for.  Example DUI, Suspended DL. 

15. List additional conditions of release. 

16. Day bond is made.  Example: 1st 

17. Month bond is made.  Example:  February 

18. Year bond is made.  Example:  96 

19. Defendant Signs. 

20. Surety Signs 

21. Surety Signs 

22. Surety’s address 

23. Surety’s address 

24. Telephone 

25. Telephone 
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IN THE MUNICIPAL COURT OF 

THE CITY OF    , KANSAS 
 
 
 

City of    , Kansas 

      Plaintiff 

 

        Case No.     

   vs. 

         

      Defendant 

 

PRAECIPE FOR SUBPOENA 

 

A request is hereby made of the Clerk of the Municipal Court to issue a Subpoena in the 

above action on behalf of      for: 

             

             

           

It is requested that the said subpoena be directed to the Chief of Police of  

  , Kansas and returnable at the hour of     o’clock  m., on the  

  day of   , A.D., 20  . 

 

 

             

   Attorney for         

 
 
 



 

  
 Chapter 18 – Forms 18-115 

ADMINISTRATIVE ORDER 2000-3 
 

SAMPLE SUBPOENA PROCEDURE 
FROM OVERLAND PARK MUNICIPAL COURT 

 
 All parties are entitled to the use of subpoenas to compel attendance of witnesses for the production of 
documents within this state.  A subpoena is a legal document demanding a person’s appearance in court to testify in a 
case.  It may also demand that certain documents or physical evidence be produced.  This is called a subpoena duces 
tecum. 
 
 Subpoenas are served by Overland Park Municipal Court Security Officers, by main.  In some cases, 
disobedience of a subpoena may constitute contempt of court, which could result in a fine or jail term. 
 
 You may only subpoena persons whose testimony is relevant and material to your case.  You shall be 
permitted to inspect all matters relevant to the case.  Abuse of your right to subpoena people or documents may result 
in additional penalties being assessed against you. 
 
 State law requires that any person requesting a subpoena be assessed a fee, to be paid to the witness, of $2.50 
per day (or any part of a day) and $.10 per mile actually driven over 10 miles.  If the defendant is found not guilty, the 
City Attorney’s office will be responsible for paying all witness fees, unless the Court finds that the defendant has 
abused the use of subpoenas by subpoenaing people or things unnecessarily. 
 
 The Court has also adopted the following rules with regards to subpoenas: 
 

1). A praecipe must be completed (copy attached) by each person requesting a subpoena for 
each subpoena requested.  It must fully state the name and last known address and telephone number 
of the person subpoenaed and list, in detail, the documents or physical evidence the requesting party 
wants produced. 
 
2). Praecipes are to be delivered to the Court Clerk’s office at least 2 weeks prior to trial.  They 
will not be accepted after the 2 week cut-off. 
 
3). Upon receipt, the Clerk will file stamp the praecipe.  Within 2 business days, a formal 
subpoena will be prepared and delivered, along with one copy, to the Court Security Office for 
service. 
 
4). A Court Security Office will serve the original of the subpoena on the person by mail within 2 
business days of receipt and return the copy with a completed return to the Court at least one week 
prior to the trial date.  If the subpoena is returned as undeliverable prior to the court date, the party 
requesting the subpoena shall be so notified, either by telephone or mail, as time allows.  The 
returned subpoena along with its envelope shall be placed in the court file. 
 

5). It shall be the responsibility of the party requesting the subpoena to notify the subpoenaed persons 
immediately of any continuances granted.  This shall include notice to the Court Security Office, so that they can stop 
service attempts if the party has not yet been served.  Failure to so notify either the Court Security Office or the party 
subpoenaed may result in the assessment of costs and a finding of contempt.  The Court will not notify witnesses of 
continuances. 
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MUNICIPAL COURT OF _____________, 
___________ COUNTY, KANSAS 

Address 
Phone Number 

 

CITY OF HESSTON     Case #: _______________ 
Plaintiff/Petitioner      Police Case#:__________ 
                                                                                                Date:_________________ 
Vs. 

       A. ____Regular Subpoena                    
        B. ____Subpoena to Take Deposition 
Defendant/Respondent     C. ____Subpoena Duces Tecum 

 
SUBPOENA 

 

To: _____________________________ 
Address: _________________________ 

       ___________________ 
 YOU ARE COMMANDED to appear in ______________Municipal Court, (address), 

on   (date)    at        (time) and bring the information relevant to the above entitled action on behalf of 

The City of ___________.   

      Date:                                          _______________________________ 

Attorney _____________________________            Municipal Court Clerk 

 
RETURN ON SERVICE OF SUBPOENA 

I hereby certify that I have served this summons: 
     1)      Personal Service.  By delivering a copy of such Subpoena to the following defendant on the date indicated:      
             _________________________________, __________________ 
     2)      Residence Service.  By leaving a copy of such Subpoena at the usual place of residence of each of the following defendant with      
  some person of suitable age and discretion residing therein on the date indicated: 
      ___________________ _________________________________ ________________, ______ 
                             (Name)                                                             (Address)                                                              (Date) 
 3)    Agent Service.  By delivering a copy of such Subpoena to each of the following agents authorized by appointment or by law  
              to receive service of process on the date indicated: 
       _______________________________________ ___________________________, _______ 
                                       (Name)                                                              (Date) 
 4)     Residence Service & Mailing.  By leaving a copy of such Subpoena at the usual place of residence of each of the following     
         defendants and mailing by first-class mail on the date indicated a notice that such copy has been so left: 
      __________________________ __________________________________________ _________________, ________ 
                          (Name)                   (Address)     (Date) 

5)    Certified Mail Service.  I hereby certify that I have served the within Subpoena (1) By mailing on the _____ day of  
_____________, ______, a copy of the subpoena in the above action as certified mail return receipt requested to the within-named 
defendant; (2) the name and address on the envelope containing the process mailed as certified mail return receipt requested were as 
follows: 
______________________________________________________________________________________________________ 

6)  Unable to serve to the above witness for the City of Hesston. __________________________________________________ 
 

Serving Officer Signature  
_________________________________________________________________________________ 
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SUBPOENA INSTRUCTIONS 
 
 
The clerk must complete subpoenas requested by the prosecutor, defense attorney, or defendant.  The 
requester should provide the clerk with the name of the defendant, name of witness, and the witness’s 
complete address.  The clerk should NOT search for this information for the requestors.  It is up to them 
to provide this information. 
 
The clerk leaves the return at the bottom of the subpoena blank.  Make a copy and send original and 
copy to the serving agency.  The police officer should fill in the return information upon service.  The 
original should be returned to the Court upon service. 
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ALCOHOL EVALUATION REQUEST 
 
 
 

________________________ MUNICIPAL COURT 
_____________ADDRESS____________ 

 
 
 

To:  Evaluator’s Name 
 Evaluator’s Address 
 
Re: City of ____________________ vs.  _____________________ Defendant 
 Defendant’s Address 
 Defendant’s Driver’s License Number 
 Defendant’s Date of Birth 
 
Please be advised that the above defendant appeared in Municipal Court and has been convicted of the 
offense of driving under the influence of alcohol or drugs.  Sentencing for the defendant has been set by 
the Court to occur on the _________ of _________, 20___ at _____o clock ___. M. in the Municipal 
Court room, __________________, Kansas.  
 
Please provide this Court with a pre-sentencing evaluation on this subject’s alcohol related history. 
 
In the event you cannot comply with the Court’s schedule, please contact me at ______________ within 
a minimum of seventy-two hours. 
 
 
Yours truly, 
 
 
______________________________ 
Municipal Court Clerk 
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IN THE MUNICIPAL COURT OF THE CITY OF ____________________ 

 
City of ___________________, Kansas 
 

vs. 
 

______________________________  Docket Number: ____________  
 
 

WAIVER OF RIGHT TO COUNSEL AND TRIAL 
 

 I, _____________________________, knowing that it is advisable to be represented by 
an attorney and knowing the disadvantages of self-representation, hereby waiver and give up 
my right to counsel in this action.  I understand: 
 
1.  The nature of the charge against me is _____________________________. 
2.  The maximum punishment, which could be imposed in this action, is six months/one year. 
3.  Any defenses to these charges that I do not raise will be lost. 
4.  That I will be held to the same standards as an attorney in the action. 
5.  That the Judge will not assist me in my defense. 
6.  That no threats or promises have been made to me. 
7.  That if I am unable to afford a lawyer, one will be appointed to me. 
 
 Having considered the foregoing and in spite of the Court’s admonitions of the 
disadvantages of self-representation, I nevertheless waive and give my right to counsel. 
 
___________________                                                 ____________________ 
Court Date                                                                     Signature 
 
 
                                               ORDER 
 
 Now on this __________________ the defendant in the above-entitled case appeared 
before me and made a knowing and intelligent waiver of his right to counsel. 
 
 
________________________________ 
Municipal Court Judge 
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SPANISH FORMAL WAIVER  
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IN THE MUNICIPAL COURT OF     , KANSAS 

 
CITY OF     
 Plaintiff, 
                  vs.     Cases No.      
          

 Defendant 
 

ORDER OF SUSPENDED SENTENCE 
 

 Now, on this    day of   , 20 , as part of the order of this Court, the Court 
considers suspending 
 
  the execution of a portion of the sentence imposed by the Court. 
  the imposition of sentence. 
 
 The city appears by its attorney,    .  The defendant appears in person and/or by 
his/her attorney    . 
 
 The Court, having reviewed the file, heard the statements of counsel and begin fully advised  in the 
premises, FINDS: 
 
___ The imposition of sentence should be suspended upon the following conditions: 
 
___ A sentence of    (___) days in jail and a fine of    dollars ($ ) is  imposed, 
provided that the execution of sentence should be suspended upon the following  conditions. 
 

___ 1.  The defendant above-named shall pay restitution in the amount of    through  
  the Municipal Court to the following amounts: 
 
NAME   ADDRESS   AMOUNT 

Restitution shall be paid in the following manner: 
              
              
 

___ 2.  The defendant shall have no further traffic violations in the next 12 months. 

___ 3.    The defendant shall attend schooling for       
              
 

___ 4.   Other            
              
 

IT IS BY THE COURT SO ORDERED. 
 

_____________________________ 
Judge of the Municipal Court 
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IN THE MUNICIPAL COURT OF ___________________, KANSAS 

 
CITY OF     Case Number:___________ 
          Plaintiff 
 
                         vs. 
 
  
     Defendant 
 

ORDER EXTENDING TIME TO PAY AND NOTICE TO APPEAR 
 
 
 Whereas, a fine in the amount of $ _____________ was imposed against the defendant 
in the above captioned matter: and 
 
 Whereas, the defendant has requested additional time to pay said fine; 
  
 Now therefore, the Court grants an extension of time to pay said fine. 
 
 The defendant is directed to pay that fine in full on or before the __________ day of 
________________, 20___ at ____________  ____m. or appear in Court on that day and time 
to show cause why said defendant should not be held in contempt of Court. 
 
 
 NONCOMPLIANCE WITH THIS ORDER WILL BE CONTEMPT OF COURT AND A 
WARRANT FOR THE DEFENDANT’S ARREST WILL BE ISSUED. 
 
  
 NONCOMPLIANCE WITH THIS ORDER FOR A TRAFFIC OFFENSE OR TRAFFIC 
INFRACTION SHALL BE A MISDEMEANOR AND MAY RESULT IN LICENSE SUSPENSION 
OR REVOCATION. 
 
 
 
_____________________________ 
Judge of Municipal Court  
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REQUEST FOR O.R.I. NUMBER 
 

 
DATE:         
 
THE MUNICIPAL COURT OF          
     
MAILING ADDRESS          
 
             
 
             
 
24 HOUR PHONE NUMBER 1-  -    
 
SIGNATURE OF JUDGE OR CLERK 
 
        
 
 
 
DATE:         
 
THE CITY PROSECUTOR OF          
     
MAILING ADDRESS          
 
             
 
             
 
24 HOUR PHONE NUMBER 1-  -    
 
SIGNATURE OF PROSECUTOR 
 
        
 
MAIL TO: KANSAS HIGHWAY PATROL 
  122 SW 7TH ST. 
  TOPEKA, KS. 66606 
 
Telephone: 1-785-296-3102 
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REQUEST FOR ORI NUMBER 
 

Each municipal court and each city prosecutor has been assigned an ORI (Originating 
agency’s reporting number). 
 
If you do not know either the court’s or prosecutor’s ORI number, use this request to obtain the 
numbers. 
 
Prosecutor’s Disposition Report (KADR) paperwork requires an ORI number for the prosecutor.  
He should not use the Court’s or Police ORI number. 
 
Complete request as follows: 
 
FIRST SECTION – Request for Court ORI number 
  

1. Enter date of request. 
2. Enter the Court’s complete name. 
3. Enter the mailing address – Physical address, Box number (if applicable, City, 

State, Zip code.  Example: 
 122 Main  
 Box 159  
 Topeka, KS  66626 

4. Enter a telephone number that is available 24 hours a day.  The police 
department number could be a 24-hour telephone. 

5. The judge or clerk should sign this. 
 

Keep a copy and mail original to Kansas Highway Patrol.  Address on form. 
 
SECOND SECTION – Request for Prosecutor ORI number 
 

1. Enter date of request. 
2. Enter the prosecutor’s complete name. 
3. Enter the prosecutor’s mailing address – Physical address, Box number (if 

applicable, City, State, Zip code.  Example: 
   122 Main 
   Box 159  
   Topeka, KS  66626 

4. Enter a telephone number that is available 24 hours a day.  The police 
department number could be a 24-hour telephone. 

5. The prosecutor should sign this. 
 
Keep a copy and mail original to Kansas Highway Patrol.  Address on form. 
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CERTIFICATION OF SINGLE COURT SHEETS 
 
 

Certificate of Clerk of the Municipal Court (usually a stamp is used on the copy) 
 
The above is a true and correct copy of the original instrument filed on the   day of 
 , 20  , and recorded in this Municipal Court,     
 , Kansas.  Done this _______ day of _______________, 20____. 
 
 
By _______________________ 
Municipal Court Clerk 
 
 
 
 

CERTIFICATION OF MULTIPLE COURT SHEETS 
 
 

IN THE MUNICIPAL COURT OF   
 COUNTY, KANSAS 

 
 
CITY OF    
 vs,  DOCKET NO.:      
 
   
 
I,    , Municipal Court Clerk of the     
Municipal Court within and for said City, do certify that the above and foregoing is a full, true, and 
complete copy of the official guilty finding by the Municipal Court of       
and the police complaint filed as the same remains on file of record in my office. 
 
In witness whereof I have here unto set my hand and affixed the seal of said Court at my office in 
the City of   this   day of    , 20 .  
 
  
Clerk of the Municipal Court 
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SAMPLE DOCKET SHEET 
 
 

In the Municipal Court of _______________, KS 
 
City of Arkansas City, Kansas   
           vs.  
_____Defendant’s name___________ 
 
__Defendants Last, First and Middle Name  Docket Number:  ____Docket number  
 Date of Arrest:  Arrest date   
 Arresting Officer:   Officer   
  
 List of Charges Plea Finding  Fine Court Finger Sentencing  
      Costs Prints 
 
                
                
                
                
                
                
                
 
Terms of Probation:  Not Violate City, State or Federal Laws, Pay fines     Length 
1 year   Other Orders:       
 
 $150 ADSAP Fee    Date Paid  AA Times per     
 
Bond Amount:  $     Bond    OTHER:        
 
DL Restricted    Length KS DL Kansas Driving Privileges in Kansas for Non Kansas Licensed 

Drivers    Terms:  To/From/In course of Employment, Medical Emergencies 
DL Suspended      Length KS DL or Privileges in Kansas 
 
Continuance Date:   Continued By: 
         
         
         
         
         
 
 
Date Incarcerated:       Date Fine Paid:    
  
 
Date of Trial:   Appealed:    YES     NO   
Witnesses:   ___________________ ___________________     
  ___________________ ___________________  
  ___________________ ___________________   
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Telephone:  1--620441-4408 

When appearing in Municipal 

Court, an attorney is not always 

required.  In every case you 

have the right to consult an at-

torney and/or  to hire one if you 

desire.  In certain cases, the 

Court will not allow you to enter 

a plea without your having an 

attorney or you signing a formal 

waiver, giving up your right to 

have legal counsel.  You will be 

advised by the Judge if you are 

charged with one or more of 

these types of  offenses.   

You have the right to hire an 
attorney. Arkansas City Municipal Court 

 
 

Do I Need 
an Attorney 
In Municipal 
Court? 

Otis Morrow 

City Prosecutor 

Tuesday 1:30 p.m. 

City Building 

118 W. Central 

Box 778 

Arkansas City, Kansas 67005 

Arkansas City Municipal Court 
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3. In certain cases if you desire to 

have an attorney and you are indi-

gent, ask the judge to appoint one 

for you.  If you have an attorney 

appointed to represent  you,  and 

you are found guilty of any of the 

charges, then , in addition to a pos-

sible fine or jail sen-

tence, you may be re-

sponsible for reim-

bursing the City for 

your Court appointed 

attorney’s fees. Your attorney will 

bill the City for his/her time in rep-

resenting you.  By accepting a 

Court appointed attorney, you will 

also be giving up your right to 

choose an attorney of your choice. 

 

 

 

 

 

By signing a 
waiver of 
you right to 
counsel, you 
will be stat-
ing that you 
know what 
you are charged with, that 
you know the possible sen-
tences, and that any de-
fenses to the  charge(s) that 
are not raised will be lost.  
You will be held to the 
same standards as an attor-
ney. The Judge may not 
assist you in your defense. 

Offenses requiring attorney 
or waiver of attorney are:  

 Driving Under the Influence 

 Drive on Suspended DL 

 Theft   

 Battery 

 Reckless Driving 

 

You will have 

several op-

tions if your 

charge is of a 

serious nature.  

Those choices 

are: 

1. Hire an attorney. 

2. Sign a formal waiver.  You 

may sign a formal waiver of 

your right to an attorney.  If 

you decide to sign the waiver 

of counsel, then you are stat-

ing to the Court that you are 

freely choosing to represent 

yourself and that you will be 

acting as your own attorney. 

City Building 

118 W. Central 

Box 778 

Arkansas City, Kansas 67005 

Arkansas City Municipal Court 

You must decide 
whether to hire an attor-
ney or represent your-

Options When 
Charged with a 
Serious Offense 

Know your rights before 
making a decision. 

You may sign a waiver of 
attorney instead of hiring an 
attorney. 

Offenses Requiring Attorney 
or Waiver of Attorney 
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Information provided by   
The Arkansas City Municipal Court 

Telephone: 1.620.441.4408 

Arkansas City 
Municipal Court 

HOW SHOULD 
I PLEAD?  

Arkansas City 
Municipal Court 

Appearing in  
Municipal Court 
Your appearance in Municipal Court 

may be the first experience you 

have had in any Court.  This 

brochure will hopefully help you 

understand the Court proceedings 

and to inform you of your rights and 

duties.  The Court’s goal is that 

every person leave this Court feeling 

that he or she has been treated 

fairly. 

 

       Municipal Court is the judicial 

branch of City Government.  Traffic 

violations and violations of City 

Ordinances are handled through the 

Munic ipa l Court ,  and upon 

conviction carry a maximum fine 

some offenses carry with them a  

$2500 and a possible jail term if 

convicted.. 

 

             Trials are conducted under 

the Code of Ordinances, Code for 

Municipal Courts and the Kansas 

Rules of Evidence as adopted by 

the Kansas Legislature. 
City Building 

118 W. Central 

Box 778 
Arkansas City, Kansas 67005 
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by the Judge and some penalty will be set.  
A plea of no contest normally cannot  be 
used against you in a civil suit for 
damages. 
 

PLEA OF NOT GUILTY 
 

             A plea of not guilty means that you 
are informing the Court that you deny 
charges against you. 
             If you plead not guilty, you will 
need to decide whether to employ an 
attorney to represent you at trial.  You may 
defend yourself, but no one else except an 
attorney may represent you.  If you are a 
minor (under 18 years of age) one of your 
parents should be present. 
             If you defend yourself, please 
consult the brochure, “Trials in Municipal 
Court” regarding the trial procedure and 
the manner of presenting your case. 
             Under our American system of 
justice, all persons are presumed to be 
innocent until proven guilty beyond a 
reasonable doubt.  On a plea of  “not 
guilty”, a trial is held and the City is 
required to prove all the allegations 
against you as contained in the formal 
complaint “beyond a reasonable doubt,” 
before a verdict of guilty can be reached. 
 

 

       When you appear in Court you will be 

required to obey the following rules:   

 1.   Appropriate clothing and shoes 

will be worn. 

 2.   The wearing of hats or caps is not 

allowed. 

 3.   Food and drinks are not allowed in 

the Courtroom. 

 4.   While the Court is in session, 

talking is not allowed, except with 

authorized Court personnel. 

 5.   There will be NO SMOKING in the 

courtroom. 

 

BEFORE COURT BEGINS 

       You must decide upon and enter a 

plea to the charges against you.  If you 

signed a citation when the officer 

presented you the ticket, you did not plead 

guilty.  You only signed a promise to 

appear in Court on your appearance date.

When you appear in Court, you will need 

to plead to the charges which have been 

brought against you. 

 

Your Appearance 
in Court 

  I Plea ... 
 

There are three possible pleas to a complaint: 

    
            1.  “GUILTY” 
            2.   “NOT GUILTY” 
            3.   “NO CONTEST” 
 
            YOUR DECISION ON WHAT PLEA 
TO ENTER IS THE MOST IMPORTANT 
DECISION YOU WILL HAVE TO MAKE.  WE 
SUGGEST THAT YOU READ THE 
FOLLOWING EXPLANATIONS OF ALL 
THREE PLEAS BEFORE PLEA OF GUILTY. 

 
Plea of Guilty 

                By a plea of guilty, you admit that you 
committed the act charged, that the act is 
prohibited by law, and that you have no legal-
defense for your act. 
            Before entering your plea of guilty, you 
need to understand the following: 
            1.  The City has the burden of proving 
its case against you.  You have the right to hear 
the City’s evidence and to require it to prove its 
case, when you go to trial.  The law does not 
require you to prove anything. 
            2.  If you were involved in a traffic 
accident at the time of the alleged offense, your 
plea of guilty could be used later in a civil suit 
for damages as an admission by you that you 
were at fault or were the party responsible for 
the accident. 
 

PLEA OF NO CONTEST 
 
            A plea of NO CONTEST, simply means 
that you do not wish to contest the City’s 
charge against you. Judgment will be entered 

Arkansas City 
Municipal Court 

City Building 

118 W. Central 

Box 778 

Arkansas City, Kansas 67005 
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N. M. Iverson Jr. 
 Presiding 

City Building 

118 W. Ce ntral 

Box 778 

What you can expect when 
you plead not guilty? 

             You have entered a plea of not 

guilty and have chosen to represent your-

self at trial.  The City is represented by an 

attorney.  You will be expected to make le-

gal decisions and the Judge may NOT help 

you make these decisions.  The Judge must 

remain unbiased throughout the trial.   

You must be present with your witnesses 

and all evidence at the time indicated on 

the front side of this brochure.   If you fail 

to appear at that time a bench warrant will 

be issued for your arrest, your appearance 

bond may be forfeited and your driver’s li-

cense will be suspended if you have been 

charged with a traffic offense. 

                

Phone : 620.441.4408 

Fax: 620.441.4426 

Email: muncourt@arkcity.org 

Yo u r tria l  da te  i s  on  
___________________ 

a t  ________ p . m .  

N. M. Iverson Jr. 
 Presiding 

The Judge will remain unbiased . 

Trial Procedures 

Arkansas City 
Municipal Court 

If you decide to change your plea, notify the Court at 

least 48 hours prior to your court appearance.  In the 

less serious cases you may not have to appear  in Court 

to change your plea. 
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1. All those who expect to testify for the prose-

cution are sworn in as they are called as wit-

nesses. 

2. The prosecution has the burden to show that 

you are guilty as charged.  To do this the 

prosecutor will bring forward witnesses who 

will testify to their knowledge.  The witnesses 

may be police officers or civilians or both.   

3. After each of the City’s witnesses has an-

swered the prosecutor’s questions, you will 

be given the opportunity to question the wit-

ness.  At this time you may only ask ques-

tions, not make statements.  You may pre-

sent your side of the case later. 

4. When the City finishes: 

 You may remain silent. 

 Your silence will not be an admission of 
guilt.  You are not required to prove your 
innocence. 

 You may call witnesses to testify on your 
behalf. 

 You may testify under oath and be ques-
tioned as any other witness. 

5. After the City prosecutor has presented the 

City’s case, he will rest his case. 

6. It is your obligation to have your witnesses 

present at your trial.  If your witnesses are not 

willing to testify or if you need witnesses sub-

poenaed, the Court Manager will assist you in 

preparing the subpoenas.  You should do this  

5 working days before your trial date. 

7. You have a right to testify in your own behalf.  

You have a constitutional right not to testify.  

If you choose not to testify, your refusal can 

not be used against you in determining guilty 

or innocence. 

8. After the defense witnesses testify, the de-

fense will rest.  The City has the right to ques-

tion you if you testify or any witnesses the 

defense calls. 

9. Upon both sides resting their case, the Judge 

will make a decision of guilty or not guilty 

based on the testimony and evidence which 

sounds most reasonable, the facts presented 

during the trial and the law of the case. 

City Building

118 W. Ce ntral

Box 778

Arkansas City, Kansas 67005

Phone : 620.441.4408

Fax: 620.441.4426

Email: muncourt@arkcity.org

N. M. Ive rson Jr.
 Pre siding

Steps in a Trial 

Right to appeal 
               Any person who has been found guilty in 
the municipal court has the right to appeal the rul-
ing to the district court in the county in which the 
municipal court is located. 
 If you are found guilty, a written notice of ap-

peal must be filed in the district court within 
10 days. 

 The notice of appeal must be filed on the city 
prosecutor. 

 An oral statement of desire is not sufficient 
notice. 

 If the convicted person pays the fine which 
was imposed by the Judge, it might destroy the 
right to appeal. 

 
The City also has the right to appeal from an ad-
verse ruling of the municipal court only on ques-
tions of law. 
 

Expungement 
 
Any defendant who is convicted of or pleads guilty 
to an ordinance violation may apply for an ex-
pungement of that convictions. 
Generally, a conviction may be filed three years or 
more after the defendant has fulfilled the sentence 
and probation that was imposed.  Exceptions to 
these would be driving under the influence, driving 
on a suspended driver’s license, leave the scene of 
an injury accident, failure to report an injury acci-
dent and failing to maintain liability insurance.  
These violations could not be expunged for five 
years after all sentencing and probation are com-
pleted. 
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Bonds 
—facts 

and 
information— 

What is a bond? 

Under the American system of 

justice, an accused person is 

presumed innocent until 

proven guilty.  Therefore, the 

purpose of bond (bail) is to en-

sure the appearance of the ac-

cused in the designated court 

at the appointed time.  If bond 

is required, the accused must 

remain in custody until  suffi-

cient bond is made as set by 

the Judge of the Court.  

Municipal Court Bonding 
Procedures 

T e l e p h o n e :  3 1 6 . 6 2 0 . 4 4 0 8   

Cit y  B u i l d i n g  

1 1 8  W. Ce n tra l 

B o x  7 7 8 

Ark a n s a s  Cit y , Ka n s a s  6 7 0 0 5 

P h o n e : 3 1 6 . 6 2 0 . 4 4 0 8 

Fa x : 3 1 6. 6 2 0 . 4 4 2 6 

Em a i l : m u n c o u rt @a rk c i ty . o rg  

ARKANSAS CITY 
MUNICIPAL COURT 

ARKANSAS CITY 
MUNICIPAL COURT 

Return of Cash Bond Requisition 
 

Bondsman’s Name:  _______________________________ 
 
Bondsman’s Address:  _____________________________ 
 
                           _______________________________ 
 
Defendant’s Name:  _______________________________ 
 
Docket Number or Defendant’s DOB: _________ 
 
Amount of Bond:  $ _____________ 
 
             Return the bond to me at above address. 
 
             Allow the above identified defendant use the bond 
             amount stated above to pay   fines and fees. 
                           
             Return all unused portion to me. 
                           
             Return all unused portion to defendant.             
 
_____________     _______________________________ 
Date                    Signature of Bondsman 
 
Sworn to positively before me on this _____ day of _____, _____ 
in _______________, Cowley County, Kansas. 
 
 
_____________     __________________________________ 
Date Commission Expires               Notary Public  
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ARKANSAS CITY 
MUNICI PAL COURT 

Types of Bonds 
 Paym e nt of c as h   Cash or a ne g otiable 

che ck can b e  made  at the  app ropriate  b ond-

ing time .  The cash or check will b e de p os-

ite d imme diately into a trust fund .  Che cks 

are  not  he ld  until the  time  of ap p e arance.  If 

you have  p oste d  the  b ond  for yourself, you 

may choose  to have  your fines and  fe es take n 

d ire ctly from the b ond.  If anothe r p e rson 

p osts a cash b ond for the  accuse d, the  b ond 

mone y will b e re turne d  to that p erson unle ss 

the  form on b ack of the  b rochure  is filled  out 

in the  p rese nce  of Court p e rsonne l or is nota-

rize d .  Allow thre e  we e ks for processing  of 

b ond  refund  che ck.   

 Private  Bonds m an  A p rivate  citize n owning 

p rop e rty (non-e xe mp t re ale state ) in Cowley 

County may sig n a b ond  to e nsure  the  ac-

cused ’s ap p e arance in Court. The b ond 

amount will b e  d oub led .  This p e rson should 

b e  of good  standing in the  community and 

may not b e  an ind ivid ual who either has ac-

tive warrants or an abusive numb e r of p rior 

warrants. 

 Profe ss ional Sure ty  A profe ssional bond s-

man is a p e rson who has a guarante e d  arrest 

b ond  ce rtificate. This p e rson usually charg es 

a fe e to b ond  an accused  p erson from jail. 

The  sure ty  guarante es the ap pe arance  of the 

accuse d  and, in the  e vent of failure  of such 

p e rson to ap p ear in court, the  surety ag re es 

               The  judg e  has se t an amount of 

b ond   for e ach offe nse  which req uires a 

b ond .  The Police  De p artment or Court has 

a b ond  sched ule  and  will b e  ab le  to assist 

you in  your obtaining  the  amount of b ond 

ne e d ed . 

               The  poste d  bond is to guarante e 

the  app e arance  of the  d efe nd ant at the court 

d ate  shown on your bond  PLUS all future  

court d ate s on this case .  All continuance s, 

whe the r for the d efe nd ant or the plaintiff, 

automatically e xtend s the  b ond .  If the  de -

fe nd ant fails to ap p e ar at any court ap p e ar-

ance , the  b ond  may b e  forfe ite d  and  if for-

fe ite d  a warrant will b e  issue d  for the  de fen-

d ant’s arre st. 

               Bond ing  of an accuse d  is a g re at 

re sp onsib ility and  should  not b e  take n 

lightly.  If the accused  fails to ap p e ar for a 

Court ap pe arance  the b ondsp erson could 

have  the  b ond forfeited  and  be  ord e re d  to 

p ay the  Court the b ond amount in cash..  

to p ay the  forfeiture of b ond to the Court.  

Bond  is d oub le d . Money p aid to a p rofes-

sional surety is ne ve r ap plied  to any fine s or 

fe e s owe d to the Court.   Mone y p aid  to a 

b ond sman is for his se rvice. 

 Driver’s Lice ns e   The accused  may post a 

valid Kansas drive r’s lice nse if the offe nse

(s) charg e d are traffic. In the  e vent this 

me thod  of b ond  is use d, the  p olice  officer 

will issue  a te mp orary pe rmit to drive  which 

is locate d on the b ack p ortion of the cita-

tion. 

If you posted a cash bond for someone 
else, you may receive a refund by: 

 Coming to court with the defendant and pre-
senting your copy of the bond receipt to the 
court clerk’s office. 

 Giving the receipt to the defendant with the 
form on back of brochure completed and nota-
rized. 

 Mailing the bond receipt and a copy of the a 
completed, notarized form on back of the bro-
chure to the court clerk’s office. 

 

Ci t y  B u i ld i n g  

1 1 8  W . Ce n tra l 

B o x  7 7 8 

Ark a n s a s  Cit y , Ka n s a s  6 7 0 0 5 

P h o n e : 3 1 6 . 6 2 0 . 4 4 0 8 

F a x : 3 1 6. 6 2 0 . 4 4 2 6 

Em a i l : m u n c o u rt @a rk c i ty . o rg  

Right to Bond  
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TOPEKA TELEPHONE NUMBERS 
 

 
 

Office of Judicial Administration 
301 SW 10th Avenue Phone:   1-785-296-2256  
Topeka, KS  66612-1507 Fax:   1-785-296-7076  
 
Kansas Bureau of Investigation 
1620 SW Tyler Phone:   1-785-296-8200 
Topeka, KS  66612-1837 
 
for Fingerprint Cards and Forms, contact 
Karen Bartlett Phone:   1-785-296-8267 
 Fax:   1-785-296-6781  
 E-Mail:  karen.bartlett@kbi.state.ks.us  
 
Kansas State Treasurer 
900 SW Jackson  Phone:   1-785-296-3171 
Topeka, KS  66612-1235 
 
Secretary of Corrections 
Landon State Office Building Phone:   1-785-296-3317 
900 SW Jackson 
4th Floor North 
Topeka, KS  66612 
 
League of Kansas Municipalities 
300 SW 8th Ave. Phone:   1-785-354-9565 
Topeka, KS  66603-3912 Website:  www.lkm.org 
 
Debt Setoff Program 
Division of Accounts and Reports Phone:   1-785-296-2924 (Verna Jackson, Contact Person) 
Accounts Receivable Setoff Team               1-785-296-4234 (Linda Maike, Contact Person) 
Room 351 S, LSOB  1-785-296-2474 (Doug Craig, Team Leader) 
900 SW Jackson E-Mail:  KSSetoff@da.state.ks.us 
Topeka, KS  66612-1248 
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The Kansas Adult Disposition Report (KADR) form (KBI Form CCH-5) must be completed by typing or 
clearly printing all information in black blue-black ink.  Pencil entries are not acceptable.  The following 
directions refer to the circled numbers on the example illustration attached at the end of these 
instructions. 
 
Any codes or abbreviations used in completing the form must be in accordance with the KBI codes and 
abbreviations listed here in these instructions and in the NCIC Code Manual.  The complete list of codes 
and abbreviations for all data fields used in criminal justice data transmission in Kansas are found in the 
Kansas Criminal Justice Information Systems (KCJIS) Data Element Dictionary (DED).  The DED is 
available on-line at the KCJIS web site (https://www.kcjis.state.ks.us/). 
 
Remember, entries 1 through 8, 22 through 28 and 52 are intended to be completed by the law 
enforcement agency.  Entries 9 through 21, 22a through 28a, and 29 through 51 are completed by the 
county/district attorney or municipal court. 
 

Subject & Offense Data: 
 

1. Last Name, First Name, Middle Name:  In the order listed in the KADR, enter all 
elements of the subject’s full legal name.  If the subject has no middle name, leave the 
middle name field blank.  (Do not use None, NMI or NMN or this will become part of the 
subject’s permanent master record.)  Add any suffixes after the middle name.  This 
information should be exactly the same as it appears on the arrest fingerprint card.  For 
example: 

 
 Sample    Steven     Duane     Jr 
 Gedney    Francisco               III  (no middle name) 
 Wrench   Allen        D                   (middle initial but no middle name) 
 
2. Date of Birth:  Enter as MM/DD/CCYY.  Be sure that the month and day entries are not 

transposed.  For example: 
 
 01/04/1958=January 04, 1958 
 
3. Sex:  Either M (male) or F (female). 
 
4. Race:  Use one of the following one-character codes: 
 
 A Asian/Pacific Islander  W White 
 B Black    U Unknown  
 I American Indian or Alaskan Native  
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Kansas Adult Disposition Report (KADR) 
Detailed Instructions for Filling out the KBI Form CCH-5 
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5. SSN:  Social Security Account Number.  If possible, verify this entry with the social 

security number entered on the arrest fingerprint card. 
 
6. Arresting Agency ORI and Agency Name:  Record the NCIC originating agency 

identification number (ORI) and arresting agency’s name.  This entry must match the ORI 
of the arresting agency recorded on the fingerprint card created at booking.   

 
7. Date of arrest:  Enter as MM/DD/CCYY.  Be sure that the month and day entries are not 

transposed.  If the KADR is reporting a prosecution that originated by summons and the 
offender was not arrested, then enter Summons in this block as well as the date the 
summons was issued. 

 
8. Agency Case #:  Enter the arresting agency’s criminal case number.  In the case of a 

summons, enter N/A in this block. 
 
9. Juvenile Waived to Adult (date):  Complete only if the subject was less than 18 years of 

age at the time of the offense and is being processed as if he/she were an adult, as 
opposed to processing through juvenile court.  The entry is the date, MM/DD/CCYY, on 
which the decision was made to process the juvenile as an adult. 

 
 
Prosecutor’s Actions: 

 
10. Prosecutor ORI:  Record the prosecuting agency’s NCIC originating agency 

identification number (ORI). 
 
11. Date of Filing or Declination:  The date, MM/DD/CCYY, should reflect: 
 

 the original filing of the case in court, even if that date precedes the arrest, or 
 
 the date the KADR is being submitted for a prosecution following an unsuccessful 

diversion.  Enter the date of the filing in court for the original charges, or 
 
 the date the prosecutor declines to file any of the charges.  Enter the date of that 

decision. 
 

 
Court Filings: 

12. Case Filed:  If the case is filed in court, simply check the “Y” block and complete blocks 
13 and 14.  If the prosecutor declines to file the case, simply place a check mark in the 
“N” box.  If the case has been declined, you can skip to the signature block 51. 
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13. Court Case #:  Enter the criminal case number assigned by the court, even if the charges are 
later dismissed. 

   
 If there are additional, separate court cases from the charges, additional KADRs will be 

prepared; one for each individual court case.  Each separate KADR will still use the same 
transaction number. 

 
14. Court ORI:  Record the court’s NCIC originating agency identification number (ORI). 
 

Diversion:  Complete blocks 15 and 16 only when the charges are disposed of through diversion.  At the 
beginning of the diversion, the first copy of the KADR is sent to the central repository. 
 
If the diversion is successful, no further reporting is required; the central repository will presume 
successful completion of diversions unless otherwise notified. 
 

15. Date Diverted:  Enter the date the offender entered diversion, using the format 
MM/DD/CCYY.  Complete the other appropriate portions of the KADR, then send the 
first copy of the KADR to the Central Repository and keep the second and third copies. 

 
16. Length:  Enter the number of months of the diversion period.  If the diversion is later 

submitted for revocation and the diversion is extended beyond the original term, do not 
change this entry.  Record the extended diversion in block 50, Remarks. 

 
Blocks 17 and 18 are for diversions that are terminated before completion of the entire term. 

 
 If the offender has violated the conditions of diversion and the decision is made to 

prosecute the original charges, do not send any additional portion of the KADR 
(the first copy had been sent at the beginning of the diversion) to the Central 
Repository.  After prosecution, enter the court findings and sentences in the 
dispositional sections, and then submit the second copy to the Central Repository 
to report the final disposition for the case. 

 
 If the offender has violated the conditions of diversion and the decision is made to 

return the offender to diversion, nothing is done to the KADR, and no submissions 
are made to the Central Repository unless the diversion is extended.  If that is the 
case, the second copy of the KADR will be submitted to the Central Repository 
with the new diversion completion date indicated in block 50 (Remarks) and the 
court disposition code 26 in block 29. 

 
17. Date Diversion Revoked:  This block is used only for diversion failures.  Enter the date 

that the diversion is terminated without reinstatement.  Use the format MM/DD/CCYY.  
Enter the disposition code 27 in block 29.  Send the second copy of the KADR to the 
Central Repository AFTER the court disposition of the re-filed charges results has been 
determined. 
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18. Date Early Termination:  If the diversion is successfully ended prior to the original term, 

and the subject is released early, enter in block 18 the date of that release using the format 
MM/DD/CCYY.  Submit the second copy to the Central Repository (remember that the 
first copy had been sent at the beginning of the diversion). 

 
Case Dismissal:  If the case is filed in court and dismissed prior to final court findings of guilt or 
innocence, complete blocks 19 through 21. 
 
19. Date Dismissed:  Enter the date (MM/DD/CCYY) that the official action was taken and 

approved to dismiss the case. 
 
20. Dismissed by:  Check the appropriate box to indicate if the prosecutor or the court were 

the authority responsible for determining dismissal of the case. 
 
21. Dismissed:  Check the appropriate box to indicate whether the case was dismissed with 

prejudice or without prejudice. 
 

Filed/Amended Charges:   This section consists of two portions; first, the numbered lines are to record 
offenses for which the subject was arrested/processed by the law enforcement agency which initiated the 
action.  The second part consists of lines with alphanumeric designators that reflect any amendments 
made by the prosecutor to the original charges.  The entries in this second section permit each original 
charge to be tracked from arrest through prosecution to final disposition.  Blocks 22 through 28 are 
completed by the law enforcement agency that initiates the KADR form.  The corresponding blocks 
below these lines are completed by the prosecutor: 
 

22. K.S.A. (Title-Section, Subsections):  The proper statute violation citation is to be entered 
here, with the appropriate subsection(s) necessary to identify the exact offense.  The 
Kansas Criminal Justice Information System (KCJIS) publishes a standard statute file that 
lists all current and historical statute citations for reportable offenses as well as 
unclassified misdemeanors and infractions.  Disposition Reports as well as all other 
records and reports sent to the KBI must be compliant with the KCJIS statute file. 

 
 If the offense is a municipal ordinance or county resolution and you are unsure of how to 

complete this entry, leave it blank.  Instead, enter the literal description of the offense in 
block 26, Description.  The Central Repository will then select the statute that most 
closely describes the offense. 

 
23. F/M:  Enter either F (felony) or M (misdemeanor).  This entry is especially important 

when reporting offenses which can be either felonies or misdemeanors. 
 
24. A/C/S:  To modify the charge, enter A for attempt, C for conspiracy or S for 

solicitation.  If not applicable, leave this block blank. 
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25. Firearm Used:  Enter either Y (yes) or N (no) to indicate whether or not the subject was 

in possession of a firearm at the time of the commission of each offense.  Refer to K.S.A. 
21-4204 for further definition. 

 
26. DV:  Enter either Y (yes) or N (no) to indicate whether or not the offense was Domestic 

Violence related.  Refer to K.S.A. 21-2517 for further definition. 
 
27. Description:  Enter the abbreviated literal as found in the KCJIS statute file.  If the 

offense is a municipal ordinance or county resolution, enter the literal description of the 
offense here.  Include enough detail to permit the Central Repository to determine a 
general chapter-section citation. 

 
28. Counts:  Enter the number of instances of the charge for which the subject was processed. 
 
22a through 28a.           Filed/Amended Charges as recorded by the prosecutor.   
 
 If the prosecutor amends one or more of the arrest charges before filing with the court, or 

if the charges are amended after filing, or if the offender is found guilty of a lesser charge, 
the lines underneath the affected charge for which the subject was arrested are used to 
record the amendments.  Use the line under the specific original charge that was changed.   

 
 In the event that the original charge is amended by the prosecutor and then the court finds 

the subject guilty of a lesser charge, note the second amendment (the court finding) under 
the original charge (the arrest charge).  The first amendment (the prosecutor’s filing) will 
not appear on the final disposition. 

 
 New charges (not on the original arrest) can be entered on the remaining blank “A” lines 

to report their final dispositions.  
 

Charge Disposition:  This column is used only if the case if filed in court.  If the entire case is disposed 
of through declination, diversion or court dismissal, then this section would have no entries.   
 
When entering dispositional data, ensure that the entries are on the same line as the charge prosecuted in 
court.  That would be either the original charge as entered by the law enforcement agency or the 
amended charge entered by the prosecutor underneath the original charge. 
 

29. Disposition:  This entry records the disposition of every charge, either by the court or by 
the prosecutor.  Use the appropriate code: 
 
01 Convicted. 
02 Guilty of lesser or included offense. 
03 Guilty of charge as amended by prosecution. 
04 Guilty of charge as amended by court. 
10 Acquitted. 
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20 Diversion pending. 
21 Diversion successfully completed. 
22 Dismissed with prejudice. 
23 Dismissed without prejudice. 
24 Dismissed by alternative charging. 
25 Probation without verdict. 
26 Diversion period extended. 
27 Diversion revoked and charges reinstated. 
28 Dismissed.   
30 Guilty but mentally ill. 
31 Not guilty by reason of insanity. 
32 Not competent to stand trial. 
33 Released to Larned State Hospital. 
41 Forfeiture of bond (conviction). 
42 Forfeiture of bond; bench warrant issued. 
43 Probation terminated. 
44 Probation revoked. 
50 Reversed. 
51 Reversed and remanded. 
52 Mistrial – Not refiled. 
60 Prosecutor declined to prosecute. 
61 Charges filed; later withdrawn by prosecutor. 
62 Case transferred to Civil Court. 
63 Change of venue. 
64 Charge filed by prosecutor. 
65 Charge amended by prosecutor. 
66 Charge added by prosecutor. 
67 Handled in another jurisdiction. 
 

Pre-Trial:  This section reflects the subject’s status following arrest/booking/initial contact. 
 

30. Pre-Trial Status:  Use the appropriate code: 
 

1 Not released from custody 
2 Released, own recognizance 
3 Released, private bond 
4 Released, professional bond 
5 Released to third party 
6 Court-ordered release 
7 Other release 
N/A For reporting summons actions, when pre-trial custody is not an issue. 
 

31. Bond Amount:  Use whole dollar entries. 
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Court Dates:  This section provides the basic court dates and actions. 
 

31. Date of Judgment:  Enter the date on which the subject was either convicted, acquitted or 
the case was dismissed. 

 
32. Date of Sentencing:  Enter the date on which the court pronounced sentence. 

 
Probation Revocation:  This section is used when formal action is taken to consider termination of 
probation.  The transaction number (recorded in the upper left-hand block of the form) from the original 
KADR which reported the court disposition which resulted in the probation is the number to be recorded 
on this form.  It is important that the revocation action be tied to the original disposition through use of 
the same (the first) transaction number.  This can be accomplished either by: 
 

 submitting the “second copy” of the original KADR.  The first copy should have 
been submitted for the original disposition. 

 
 submitting a photocopy of the original KADR. 
 
 submitting the first copy of a new KADR if the original KADR is not available to 

report this new action.  In this case, use an unnumbered KADR and enter the 
original transaction number at the top of the KADR next to the heading 
Transaction No. 

 
34. Date of Hearing:  Enter the date of the court hearing.  Use the format MM/DD/CCYY. 
 
35. Disposition:  Enter one of the following codes: 

 
1 Probation continues 
2 Probation modified 
3 Probation revoked – Remanded to DOC/jail 
4 Probation revoked – Original Sentence re-imposed 
5 Probation terminated – Sentence not re-imposed 
6 Probation revoked and reinstated 
 

36. New Date of Expiration:  Enter the date as MM/DD/CCYY. 
 
37. Facility:  (Use when code 3 or 4 is entered in block 35, above)  If the action results in 

revocation and incarceration, enter one of the following codes to indicate where the 
imprisonment is to be served: 

 
1 DOC 
3 County/city jail 
9 Unknown 
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Prison:  If the subject was sentenced to custody of the Kansas Department of Corrections, this section 
records the event. 
 

38. Aggregate Sentence:  Enter the “controlling aggregate term;” the number of months the 
subject is sentenced to serve under the control of the Department of Corrections.  This 
number will reflect the court’s sentence to confinement whether or not the subject is given 
probation.  Recording this data is important in case the subject’s probation is later 
revoked. 

 
 If the sentence to confinement is to be served in county or city jail, leave this block blank 

and use block 41. 
 
 The court may include confinement in county jail not to exceed 30 days as a condition of 

probation or community corrections.  In that case, entries may be made in blocks 41, 42 
and 43. 

 
39. Life Imprisonment:  If the subject is sentenced under the rules for Hard 20, 25 or 50, 

check the appropriate box. 
 
40. Death Sentence:  If the subject is sentenced to death, check this box. 
 

City/County Jail:  If the subject was sentenced to a term of custody in the city or county jail, this section 
records the event.  The court may include confinement in county jail as a condition of probation.  In that 
case, entries may be made in blocks 41, 42 and 43. 

 
41. Time to be Served:  Enter, in the appropriate blocks, the number of months &/or days of 

confinement adjudged.  If the sentence to confinement is to be served only in prison, 
under control of DOC, leave this block blank and use block 38. 

 
Probation:  If the subject was sentenced to a term of probation, enter the following: 
 

42. Probation Period:  Enter the number of months of any sentenced probation. 
 
43. Underlying Prison/Jail Term:  Enter the number of months of confinement adjudged with 

the probation.  This number represents the term of confinement to which the subject is 
liable if the probation is revoked. 

 
Post-Release:  This captures the court’s sentence to supervision after release from prison confinement. 
 

44. Post Release Supervision:  Enter the number of months. 
 

Programs:  In block 45 select as many as necessary to reflect the sentence of the court.  If there is a 
unique program to which the subject is sentenced, enter a brief description in line 46.  Additional 
programs or requirements can be listed in block 50 remarks. 
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Fines & Costs:  Only fines, restitutions and KBI lab fees are reportable.  Do not report court costs or 
other administrative fees imposed on the subject. 
 

47. Total Fines:  Enter the total amount fined, for all charges.  The individual fines assessed 
for each charge are not reported, just the total of all.  Use whole dollars. 

 
48. Total Restitution:  Enter the total amount of restitution ordered by the court.  Use whole 

dollars. 
 
49. KBI Lab Fee:  Enter the total amount the court orders the subject to pay to the KBI for 

forensics laboratory work done on the evidence of the case being disposed.  Use whole 
dollars. 

 
Remarks:  Block 50 permits the submitting prosecutor to record issues, clarify other entries or note data 
important to understanding the prosecution and/or disposition of the case which are not otherwise 
apparent in the rest of the form. 
 

 Diversions which are extended beyond the original term will be noted in this 
block.  Enter the number of months added to the diversion, using a short 
explanation such as:  On MM/DD/CCYY, diversion extended 6 months.  New 
termination date MM/DD/CCYY. 

 
 Additional KADR forms:  If there are more than 7 filed charges, note that a 

continuation form is attached.  Then use as many additional, unnumbered KADR 
as necessary.  Be sure to enter the numbered form’s transaction number onto each 
unnumbered KADR so that all KADR can be accounted for at the Central 
Repository.  

 
 Any other explanatory notes that would assist the Central Repository staff in 

processing the report.  Since the KADR and these instructions can’t cover all 
possible variations in the disposition process, remarks are appreciated when 
clarifying the submission. 

 
Authentication and Verification:  In all cases these entries must be completed before submission. 
 

51. Submitting Agency and Signature:  Enter the identification of the submitting agency and 
the person authorized by that agency to approve the accuracy and completeness of the 
information.  This section should never be completed by the booking station or the 
arresting agency.  This person may be the prosecutor, prosecutor’s office manager or 
another designee at the discretion of the prosecutor.  Include the phone number for that 
person so that the Central Repository can contact the designated person with any 
questions that may arise. 

 
 The Submitting Agency entry is in plain text; do not enter the ORI. 
 
 The Date is the date the form is signed and submitted. 
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52. Left and Right Index Fingers:  The arresting agency should have collected the subject’s 

index fingerprints or noted substitutions at the time of booking.  In cases of prosecution 
originating with a summons, these prints are to be obtained at the time that the arrest 
fingerprint card is completed.  In such cases where the offender is not processed by 
arrest/booking, then the court is responsible for ensuring that fingerprints and KADR 
index fingerprinting is accomplished.  These prints are used at the Central Repository to 
positively identify the individual being reported and to positively tie the prosecution and 
court to the arrest event.  These prints do not substitute for the ten print fingerprinting 
requirements. 

 
 If the subject has an amputated or bandaged index finger, substitute the thumb of that 

hand and note this (for example:  “left thumb substituted for bandaged index finger”) 
under the print.  The order of substitution for the index finger is thumb, middle finger, 
ring finger, little finger. 
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Arrest Fingerprint Cards (FBI form FD-249) must be completed by typing or clearly printing all 
information in black or blue-black ink.  Pencil entries are not acceptable.  The following directions refer 
to the circled numbers on the example illustration attached at the end of these instructions. 
 
Kansas has adopted the FBI series of adult fingerprint cards.  Criminal justice agencies with valid ORI 
identifiers may request FBI fingerprint cards at no cost, and the FBI will pre-print the requestor’s ORI on 
the card before shipping them. 
 
You can order additional fingerprint cards directly through the FBI.  The order form is on their website 
at www.fbi.gov.  You can either order on-line, or you can print the form and fax it to the number on the 
order form. 
 
Any codes or abbreviations used in completing the form must be in accordance with the KBI codes and 
abbreviations listed here in these instructions and in the NCIC Code Manual.  The complete list of codes 
and abbreviations for all data fields used in criminal justice data transmission in Kansas are found in the 
Kansas Criminal Justice Information Systems (KCJIS) Data Element Dictionary (DED).  The DED is 
available on-line at the KCJIS web site (https://www.kcjis.state.ks.us/). 
 
Fingerprint/Palm Print Submission requirements: 
 
The KBI is responsible for reporting criminal arrest and disposition information to the KBI.  Individual 
Kansas criminal justice agencies provide information on reportable events to the KBI, which in turn 
forwards appropriate reports to the FBI.  The FBI will not accept arrest or disposition information 
directly from any Kansas law enforcement agency other than the KBI. 
 
Agency obligations to submit fingerprints and palm prints to the KBI Central Repository: 
 

K.S.A. 21-2501:  requires law enforcement agencies to prepare and submit to the Central 
Repository all felonies, all class A and B misdemeanors, class C assaults (defined in K.S.A. 21-
3408), and violations of a city or county ordinance/resolution equivalent to class A or B 
misdemeanors.  Example:  DUI or Battery. 
 
K.S.A. 22-4705:  defines what a reportable event to the Central Repository. Events include, but 
are not limited to: 
 
Arrests   Filing/declination of charges  Diversions 
Dismissals  Acquittals    Convictions 
Confinements  Appeals    Expungements 
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K.S.A. 12-4517(a):  requires municipal judges to ensure the fingerprints are taken of subjects 
“convicted” of violations of municipal ordinances equivalent to a class A or B misdemeanor or 
assault under state law. 
 
**(Effective July 1, 2009 House Bill 2096 section 8, requires fingerprints to be taken at the 
time of booking for an arrest or first appearance by the municipal court, whichever occurs 
first, for a DUI or the city ordinance equivalent. 
 
K.S.A. 12-4412 requires municipal courts to report diversions. 
 
Website to review or search for more statue information:  www.kslegislature.org. 
 

 
Front of Arrest Card: 
 

1. State Usage:  Enter the “transaction number” from the upper left corner of the 
corresponding Disposition Report (KDR) form.  This action ties the arrest fingerprint card 
to the KDR that will later be submitted to the Central Repository by the prosecuting 
attorney.  Arrest cards that do not have transaction numbers will be entered on the 
subject’s criminal history record (rapsheet) as a different cycle event and may not be 
matched to the disposition.  It is very important that transaction numbers are on the card 
so that the event can be tracked from start to finish. 

 
2. Last Name, First Name, Middle Name, Suffix:  In the order listed on the card, enter all 

elements of the subject’s full legal name.  If the subject has no middle name, leave the 
middle name field blank.  (Do not use None, NMI or NMN or this will become part of the 
subject’s permanent master record.)  Add any suffixes after the middle name.  For 
example: 

 
 Sample Steven  Duane Jr 
 Gedney Francisco  III  (no middle name) 
 Wrench Allen  D        (middle initial but no middle name) 
 
3. Signature of Persons Fingerprinted:  Have the subject sign their full name.  Indicate if the 

subject is unable to or refuses to sign the card.  This block could be important in signature 
comparisons for the current or future investigations. 

 
 For electronic fingerprint card submissions to the Central Repository, this block will not 

be transmitted; submitters will have to capture the signature on locally retained copies. 
 
4. Social Security No.:  The subject is not entitled to withhold his/her social security 

number.  K.S.A. 21-2501 (c) states that information regarding the identification of the 
person being fingerprinted shall accompany the impressions. 
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5. Aliases/Maiden:  List all other names the subject is known to have used; aliases, maiden 
name(s) and monikers.  Maiden names and last names from previous marriages are 
particularly valuable for cross-references at the Central Repository. 

 
 This section can also be sued for alias dates of birth and social security numbers. 
 
6. Leave Blank:  Do not write in this box. 
 
7. FBI No.:  Enter the FBI number if known.  It is not necessary to look up the FBI number 

if it’s not known.  Not every subject will have an FBI number and the Central Repository 
will determine the FBI number based on the fingerprints. 

 
8. State Identification No.:  Enter the KBI number if known.  If the KBI number is not 

known, don’t run a records check to obtain it; the Central Repository will determine the 
KBI number based on the fingerprints. 

 
9. Date of Birth:  Enter as MM/DD/CCYY.  Be sure that the month and day entries are not 

transposed.  For example:  01/04/1958 = January 04, 1958. 
 
10. Sex: Either M (male) or F (female).  If the subject is an impersonator of the opposite sex, 

note this in the Additional Information/Basis for Caution block in the lower left corner of 
the opposite side of the fingerprint card. 

 
11. Race:  Use one of the following one-character codes: 
 
 A Asian/Pacific Islander  W White 
 B Black    U Unknown 
 I American Indian 
  or Alaskan Native 
 
 Note:  Hispanic is not a race, it is an ethnicity, which is information no longer captured. 
 
12. Height:  Enter the subject’s height (without shoes) in feet (′) and inches (″).  If possible, 

measure the subject yourself; if not possible, use your best estimate.  Round to the nearest 
inch. 

 
13. Weight:  Enter weight in pounds and round to the nearest pound.  If possible weigh the 

subject.  If no scales are readily available, use your best estimate. 
 
14. Eyes:  Use on of the three-character codes below for eye color:  Note:  The “XXX” entry 

should be accompanied by an explanation in the Additional Information block. 
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 BLK Black    HAZ Hazel 
 BLU Blue    MAR Maroon 
 BRO Brown    MUL Multi-colored 
 GRN Green    PNK Pink 
 GRY Gray    XXX Unknown 
 
15. Hair:  Use one of the three-character codes below for the hair color: 
 
 BLK Black    RED Red or Auburn 
 BLN Blonde or Strawberry  SDY Sandy 
 BRO Brown    WHI White 
 GRY Gray    XXX Totally Bald 
 

Back of Arrest Card: 
 

16. Juvenile Fingerprint:  Juveniles and adults are printed on the same standardized cards.  If 
the subject being printed is a juvenile, mark the “submission” box yes.  If the subject 
being printed is a juvenile that is going to be treated as an adult, mark the “treat as adult” 
box yes.  If the subject is an adult, skip this section. 

 
17. Date of Arrest:  The date of arrest is the same as date of summons.  Enter the date of 

arrest (date of summons) as MM/DD/CCYY.  Be sure that the month and day entries are 
not transposed.  If a prosecution that originated as a summons and the offender was not 
arrested, then enter Summons in this block as well as the date the summons was issued.  
Below the date of arrest, write in “Date fingerprinted” then write in the date the subject is 
fingerprinted as MM/DD/CCYY. 

 
18. ORI and Contributor Address:  Record the NCIC originating agency identification 

number (ORI) and arresting agency’s name.  If you are an agency printing for another 
agency, you will need to enter the ORI of the agency for which the service is being 
provided.  This field must reflect the agency which actually accomplished the arrest. 

 
19. Send Copy to:  This block is not currently in use at this time. 
 
20. Date of Offense:  Enter as MM/DD/CCYY.  Be sure that the month and day entries are 

not transposed. 
 
21. Place of Birth:  Enter the subject’s place of birth using the NCIC two-character state and 

foreign country codes.  If the city is known, include that also. 
 
22. County of Citizenship:  Enter US for United States citizens.  For foreign citizens, use the 

NCIC two-character foreign county codes. 
 
23. Miscellaneous Numbers:  This block is used to capture the subject’s driver’s license 

number (DL) and other identifying numbers.  If the subject has any of the following types 
of government-issued documentation, list the two-character code and the unique 
identification number from the document(s). 
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 Of particular interest is the alien registration (AR) number; this the number issued by the 
U.S. Immigration and Customs Enforcement (ICE) for resident aliens. 

 
 AF Air Force   MD Mariner’s document or ID number 
 AN Alien Admission Number MP Royal Canadian Mounted Police ID Number 
 AR Alien Registration Number NS Navy Serial Number 
 AS Army, National Guard or OA Originating Agency Police or ID Number 
  Air National Guard Serial No. PI Personal Identification Number 
 CG Coast Guard Serial No. PP Passport Number 
 CI Canadian social insurance no. 
 DL Driver’s License Number PS Port Security Card Number 
 MC Marine Corp Serial No. SS Selective Service Number 
      VA Veteran’s Administration Claim Number 
 
24. Scars, Marks, Tatoos and Amputations:  Use the proper NCIC codes for the scars, marks, 

tattoos and amputations.  These codes can be found in the NCIC code manual.  If you 
cannot find the proper code, then list out the information and it will be translated at the 
Central Repository. 

 
25. Residence, City and State:  Enter the subject’s current address or post office box.  This 

information can be useful in later investigations. 
 
26. Official Taking Fingerprints:  Sign this entry with printed name underneath the signature.  

This entry must be accurate because the person taking the prints may have to be contacted 
to introduce the fingerprint card as evidence in court. 

 
 If the fingerprints are being taken on a live-scan device, the signature cannot be captured.  

In place of the signature add the official’s name and identification number (badge 
number, credential, radio number or employee ID number) of the official taking the 
fingerprints. 

 
27. Local Identification/Reference:  This block is for local processing, booking number, 

investigation number or court case number.  It is important to include the number so if a 
question occurs and the Central Repository must contact your agency, they have proper 
identification. 

 
28. Photo/Palm Prints Available:  Check the appropriate box if a photo of the subject is in the 

possession of the arresting authority. If you are an agency printing for another agency, 
you will need to write in the ORI of the agency which is in possession of the photo.  This 
field must reflect the agency which actually has the photo on record. 

 
 In July of 2007, K.S.A. 22-2501 was amended requiring arresting agencies to submit 

palm print cards with 10 print cards to the Central Repository. 
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29. Employer:  The employer box should be completed with as much detail as possible. This 

information may be used for later investigations.  If the subject is unemployed, retired, or 
on disability, then enter that information in the employer box. 

 
30. Occupation:  The occupation is the subject’s trade.  Example:  electrician, laborer, doctor, 

CPA, nurse, etc.  If the subject is unemployed, put their usual type of work in this box. 
 
31. Charges(s):  Enter the K.S.A. citation first, followed by the literal description of the 

offense.  Indicate if the charge is F (felony), M (misdemeanor) or I (infraction), if known.  
Also note the number of counts of each offense.  If you have multiple counts of the same 
charge, just record one charge and indicate the number of counts.  It is not necessary to 
write out each count separately. 

 
  Example: 21-3809(c) Attempted Escape from Custody (M) 1 Count 
    21-4105 Incitement to Riot (F) 3 Counts 
 
 As of July 1, 2011, SB 2517 will require a “Domestic Violence” indicator on cases.  If a 

case is Domestic Violence related, please indicate DV next to the charges in this box. 
 
32. Disposition:  The disposition box is for the date of conviction, the date of sentencing, and 

the sentence for each charge.  If the card is the result of a summons, it is required that this 
information be provided.  Summons cards without this information will be assumed to be 
an arrest. 

 
 This block can also be used to note:  transfer to (agency name), referred to prosecutor, 

released w/o prosecution, etc. 
 
33. Additional:  These blocks can be used for additional charges and disposition blocks. 
 
34. Additional Information/Basis for Caution:  Enter any additional information you consider 

to be important in these boxes.  This box may also be used for supplemental information 
where space is limited in previous blocks. 

 
35. State Bureau Stamp:  Leave Blank.  Do no write in this block.  This is for the Central 

Repository to stamp the card as received.  If it is not stamped by the Central Repository, 
the FBI will not accept the event. 
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I-178 (Rev. 01-10-08) 

 
CJIS FINGERPRINTING SUPPLY REQUISITION FORM 

 
To: Federal Bureau of Investigation        Date 
 Attention:  Logistical Support Unit (LSU), CJIS Division 
 1000 Custer Hollow Road 
 Clarksburg, WV  26306 

Form Number Description 
Quantity 

Without ORI# 
Quantity 

With ORI# 

FD-249 
Arrest and Institution Fingerprint Cards 
   (white card with red ink) 

  

FD-258 
Applicant Fingerprint Cards 
   (white card with blue ink) 

  

 
MISCELLANEOUS CARDS and FORMS Quantity 

FD-353 Personal Identification Fingerprint Cards  
FD-884 Palm Prints (white card with red ink)  
FD-884a Standard Supplemental Finger & Palm Print Cards  (white card with red ink)  

Live Scan Card Completely Blank (white card)  
R-84 Final Disposition Report Form  
I-12 Flash/Cancellation Notice  

I-433a Supervision Transfer Notice  
 

ENVELOPES Quantity 

 Manila Envelopes:  (Used in mailing print cards, forms & misc. items to the FBI Only)  
9 ½” x 12” 

 

 Blue Envelopes:      (Used for mailing “direct billing” prints to the FBI Only) 8 ¾” x 8 ¾”  
 ABA Envelopes      8 ¾” x 8 ¾” 

with Packing Slip:  (Used only by American Bankers Assoc.) 
 

Orders may be faxed to (304) 625-3984 
                             or 
Submitted electronically at: www.FBI.Gov 
        Click on:  More Services 
        Click on:  Fingerprint Card Orders 
 
Service Numbers:  Questions may be directed to LSU at (304) 625-3983 
 
ORI Number       (Must Be Furnished Even If You Are Ordering Blank Cards) 
 
Agency                
 
Agency point of contact & telephone #            
 
Complete shipping address (no P.O. Box, if possible)          
 
City, State and Zip Code #             
 
 

Print Form Type in information, print, and fax to:  (304) 625-3984 
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COMMON CLASS A & B MUNICIPAL MISDEMEANORS AND ASSAULTS 
 

CLASS A MISDEMEANORS 
 
194 8-262  Driving While Suspended-Second conviction 
199 8-260   Unlawful Use of a Driver’s License 
200 40-3104  No Insurance – Second conviction 
30 8-1567.a  Driving Under Influence of Alcohol or Drugs – Second conviction 
 8-1327  Unlawful use of Identification Card 
30.3 8-1017  Tampering with an Interlock Device 
31 8-1568.b  Eluding a Law Enforcement Officer – Second conviction 
23 8-1602  Failure to Stop at Injury Accident 
3.1.1 21-5414.a  Battery, Domestic – Second conviction 
3.2 21-5413.c.1.B  Battery against a Law Enforcement Officer 
3.2.1 21-5505a  Sexual Battery 
3.3 21-5412.c  Assault on a Law Enforcement Officer 
3.8.1 21-5924  Violation of a Protective Order (PFA) 
3.9 21-6103.a.1  Criminal Defamation 
3.10 21-6101.a.3-6 Eavesdropping 
4.4 21-6420.a  Promoting Prostitution 
5.1 21-5603.a  Contributing to a Child’s Misconduct 
5.4 21-5601.a  Endangering a Child 
6.1 21-5801.a  Theft under $1000 
6.3 21-5802.a  Theft of Lost or Mislaid Property 
6.4 21-5801.a.1  Theft of Services <$1000 
6.4.1 21-5801.a.5  Theft of Motor Fuel 
6.5 21-5803.b  Criminal Deprivation of Property 
6.16 21-5821  Giving of Worthless Check 
6.17 21-5828  Criminal Use of Credit Card <$1000 
 21-6412.a.6  Injury to a Domestic Animal 
7.2 21-5904.a.2  Obstruct Legal Process 
7.3 21-5911.a  Escape from Custody 
7.4 21-5905.a.2&3 Interference with the Administration of Justice 
7.5 21-5904.a.1  Falsely Reporting an Offense 
7.12 21-5922.a  Interference with Conduct of Public Business 
8.1 21-6102.a  Denial of Civil Rights 
9.3 21-6202.b  Remaining at an Unlawful Assembly 
9.4 21-6201.a  Riot 
9.7 21-6207.a  Giving a false alarm 
9.10 21-6206.a.1  Harassment by Telephone 
10.1 21-6301.a.1  Criminal Use of a Weapon 
10.3 21-6302.a  Criminal Disposal of Firearm 
10.20 21-5708  Obtaining Prescription Only Drugs by Fraudulent Means-1st Conv 
10.22 21-6321.a  Alcohol Without Liquid 
11.11 21-6412  Cruelty to Animals 
 21-6205.a  Criminal Desecration<$1000 flag, place of worship, cemetery, body 
 21-6304.a  Fail to Surrender Firearm 
 21-5709  Possession of Drug Paraphernalia 
 21-5706  Possession of Controlled Substance 
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CLASS B MISDEMEANORS 
 
192 8-235   No Drivers License 
 8-260   Altering DL allowing to display Susp., Cancel., Revoked DL 
    Lend DL for purchase of Alcohol or consumption of CMB 
    Lend DL for obtaining a DL, 1st 
    Display of fake DL<21 to purchase Liquor or CMB 
194 8-262   Driving While Suspended – First conviction 
 8-1327  Display or possession of Fake ID 
    Lend ID card to <21 to purchase liquor or CMB, 1st 
    Lend ID/DL for other to obtain ID, 1st 
 21-5504  Criminal Sodomy 
200 40-3104  No Insurance – First conviction 
30 8-1567d  Driving Under Influence of Alcohol or Drugs – First conviction 
31 8-1568b  Eluding a Law Enforcement Officer-First conviction 
3.1 21-5413  Battery, Simple 
3.1.1 21-5414.a  Domestic Battery 
3.5 21-6325.a  Unlawful Interference with Firefighter 
4.1 21-5513.a  Lewd & Lascivious Behavior 
4.3 21-6419.a  Prostitution 
5.2 21-5607  Furnishing alcohol or CMB to a Minor 
5.3 21-5608  Unlawfully Hosting Minors Consuming Alcohol or CMB 
6.6 21-5813  Criminal Damage to Property 
6.7 21-5808  Criminal Trespass 
7.11 21-5917  False Impersonation 
 21-5915.a  Fail to Appear 
9.2 21-6202  Unlawful assembly 
 21-6106.a  Funeral Picketing 
10.11  21-6318.a  Creating a Hazard 
 21-6324.a  Possession of Traffic Preemption Device 
10.3.1 21-6304  Possession of Firearm on School Property other than LEO 
11.7 21-6402.a  Material Harmful to Minors 
11.7a 21-6401  Promoting Obscenity to Minors 
11.9 21-6406.a.2  Permitting Premises to be used for Commercial Gambling 
 21-6408  Possession of Gambling Device 
 79-3322  Furnishing Cigarettes to a Minor 
 65-4165.a  Abusing toxic vapors 
 

CLASS C MISDEMEANORS 
 
3.3 21-5412.a  Assault 
9.1 21-6203.a  Disorderly Conduct (KBI will add 2012) 
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Do Not Print on the following: 
 

ITOC 
Reckless 
Commercial DUI 
MIP 
Consumption of alcohol in public 
Driving in violation of restrictions 
 
 
With the new K.S.A. numbers on Chapter 21, check for the correct subsections on the 
particular offense charged.  Many have been given several subsections. 
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MUNICIPAL COURT CASELOAD SUMMARY 
For the Period July 1, 20__ – June 30, 20__ 

Municipal Court of the City of________________ 
 

 
1. NUMBER OF CASES FILED DURING YEAR 
 a. Reckless Driving ..........................................................................................    
 
 b.  Driving Under the Influence ......................................................................    
 
  c. Fleeing a Police Officer ................................................................................    
 
 d.  Other Traffic Violations  (excluding parking violations) .......................    
 
 e. Crimes Against Persons (e.g., assault, battery) ........................................    
 
 f. Crimes Against Property (e.g., theft,  criminal damage, 
   vandalism) ...................................................................................................    
 
  g. Cigarette and Tobacco Infractions Issued to Minors ..............................    
 
 h. Other Crimes (against government, public safety, 
  public morals, etc.) .......................................................................................    
 
 TOTAL FILINGS THIS YEAR 
 
                                                            
2. NUMBER OF CASES DISPOSED OF DURING YEAR 
 
 Driving Under All Other 
  the Influence Cases 
 
 a. Guilty Pleas .................................................      
 
 b.  Bond Forfeitures .........................................      
 
 c.  Dismissals ...................................................      
 
 d. Trials (on plea of not guilty) .....................      
 
  e.  Diversion Agreements...............................      
 
 TOTAL DISPOSITIONS THIS YEAR   +  = 
 
 
3. NOTICES OF APPEAL TO THE DISTRICT COURT    
 (Filed this year) 
 
 
 
SIGNATURE: _________________________________________________________________________  
 
 
RETURN FORM BY JULY 15, 20__, TO:   Denise Kilwein, Office of Judicial Administration,  
     301 S.W. 10th Avenue, Topeka, KS  66612-1507  (785) 296-2256 
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MUNICIPAL COURT CASELOAD SUMMARY 
 

Municipal caseload statistics are reported on an annual basis.  If your court has no cases to report 
for the year, either filed or disposed of, put a zero for numbers 1 and 2 on the form. 
 

COMPLETING THE SUMMARY REPORT FORM 
 

1. NUMBER OF CASES FILED DURING THE YEAR 
Under each category (a - h), enter the total number of cases in that category filed  during 
the year.  Add “a” through “h” and enter the number in TOTAL FILINGS  THIS YEAR. 

 
NOTE: Multiple offense charges for one person stemming from one event are considered 

one case even though there may be several charges listed on one ticket, or there 
may be more than one ticket issued based on the event; count the multiple 
charges as one case on the statistical report.  Always choose the most serious 
offense to report. 

 
 2. NUMBER OF CASES DISPOSED OF DURING THE YEAR 

Enter the total number of cases disposed of for each category listed below during the year.  
The left side is for recording only the dispositions of cases filed as Driving Under the 
Influence.  The right side is for recording dispositions on all other cases. 
 
a. Enter the number of cases disposed of by guilty pleas, including nolo contendere 

(no contest) pleas. 
 
b. Enter the number of cases disposed of by bond forfeitures. 
 
c. Enter the total number of cases dismissed. 
 
d. Enter the total number of trials to the judge on pleas of not guilty. 
 
e. Enter the total number of cases disposed of by diversion agreements. 
 
NOTE: Diversion Agreements are reported as disposed of at the time an agreement is 

filed, not after the program has been completed.  If the motorist does not live up 
to the diversion agreement, count the subsequent prosecution as a new case. 

 
Add “a” though “e” under DUI and All Other Cases, recording the total in TOTAL 
DISPOSITIONS THIS YEAR in the appropriate column.  

 
3. NOTICES OF APPEAL TO THE DISTRICT COURT 

Enter the number of cases appealed to the district court during the year.   
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CASELOAD SUMMARY STEPS 
(SUGGESTION ONLY) 

 
Step 1 Log offenses on Caseload Summary Report 
Step 2   Classify category 
Step 3   At some point enter disposition either using either the codes on summary, writing 

guilty or using abbreviations (like PG, Dis, etc.) 
Step 4   Enter number of outstanding cases from prior reports in appropriate box 
Step 5   Count number of cases filed and enter on the summary report 
Step 6   Add number of cases currently filed 
Step 7   Add current cases to prior outstanding cases 
Step 8  Count number of DUI dispositions and type of DUI dispositions on cases and enter 

on the summary report. 
Step 8  Count number of dispositions and type of dispositions on cases and enter on the 

summary report 
Step 9   Add DUI dispositions and other case dispositions together 
Step 10  Subtract total dispositions from total cases outstanding 
Step 11   Add number of appeals to case 
 
 

COMMON ERRORS MADE ON CASELOAD SUMMARY REPORT 
 

1.   One stop equals one case.  ie run stop sign, DUI, leave scene is all one case. 
 
2.   In that case only the highest charge is counted. 
 Even if that charge is dismissed, it is still the one counted. 
 (For instance, the DUI is the highest charge, but it is dismissed.  It still has to be 

counted as the crime and the disposition.  The leave the scene can not be counted 
on the disposition even if there was a guilty finding).  

 
3.   Seat belt and all parking violations are not counted. 
 
4.   Cases in which there is a bond forfeit are tallied as a bond forfeit only if moneys are 

taken and the case is closed. No warrant would be issued requiring the defendant to 
appear for a plea. 

 
5.   If a bench warrant is issued and the defendant is still required to appear or plea in 

some fashion to the charge, that is an OPEN case and should be left outstanding 
and not counted on #2 of the Caseload Summary Report. 
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Caseload Summary  

Tally Report 
 

Docket Offense Plea or Finding OJA 
Category 

Disposition 
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Violation Classification List 
 

STO  VIOLATION DESCRIPTIONS CODE 
4-12  Disobey traffic control device D 
4-13  Run Red Light D 
4-14  Violating pedestrian control signals D 
4-15  Violating traffic flashing signals D 
4-16  Violating lane-control Signal D 
4-17  Unauthorized sign, signal or markings D 
7-32  Basic Speed Law D 
7-33  Speeding D 
7-34  Impeding the flow of traffic D 
7-35  Speeding on motor driven cycle D 
8-38  Driving on left side of roadway D 
8-39  Fail to keep right to pass oncoming cars D 
8-40  Improper passing/increase speed passing D 
8-41  Improper passing on right D 
8-42  Passing on left with oncoming traffic D 
8-43  Driving left of Center D 
8-44  No Passing Zones D 
8-45  One-way Roads violation D 
8-46  Improper driving on lanes roadways D 
8-47  Following too close D 
8-48  Left & U-turns on divided highways D 
9-49  Improper turn or approach/left or right D 
9-51  Illegal U-turns D 
9-53  Unsafe starting of stopped vehicle D 
9-54  Turning movements & required signals D 
9-55  Signals by hand & arm or signal lamps D 
10-56  Improper Hand Signal D 
10-57  Fail to yield ROW uncontrolled intersection D 
10-58  Fail to yield ROW turning left D 
10-59  Fail to yield ROW from stop/yield sign D 
10-60  Fail to yield ROW upon entering road D 
10-61  Fail to yield ROW to emergency vehicle D 
10-62  Fail to comply w/const zone restrictions D 
11-63  Disobey pedestrian. Traffic control device D 
11-64  Fail to yield pedestrian in crosswalk D 
11-65  Jay walking D 
11-66  Fail to exercise due care to pedestrian D 
11-67  Improper Pedestrian movement in walk D 
11-68  Improper use of roadway by pedestrian D 
11-69  Pedestrian soliciting rides or contributions D 
11-70  Driving through safety zone prohibited D 
11-71  Fail to yield to pedestrian on sidewalk D 
11-72  Fail to yield to emergency vehicle by 

pedestrian  
D 
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11-73  Blind pedestrian right of way D 
11-75  Pedestrian disobey railroad signals D 
12-76  Fail to obey railroad crossing signal D 
12-77  Fail to stop railroad crossing stop sign D 
12-78  Fail of certain vehicles to stop RR crossing D 
12-79  Moving heavy equip at RR crossing D 
12-80  Vehicle enter roadway private dr. w/o stop D 
12-81  Overtaking and passing school bus D 
12-82  Overtaking and passing church bus D 
13-83  Illegal stopping/standing/parking roadway D 
l4-103  Using Headphones/TV while driving D 
14-107  Keys in vehicle/vehicle running unattended. D 
14-108  Driving w/view +/or mechanism obstruct D 
14-110  Following Fire equipment too close D 
14-111  Driving over Fire Hose D 
14-112  Putting injurious material on roadway D 
14-113  Driving into intersection, cross-walk or D 
RR  Crossing w/o sufficient space D 
14-114  Snowmobiles operated on highways D 
14-114a  ATV’s prohibited on highways D 
14-116  Driving on Sidewalk prohibited D 
14-117  Improper Backing D 
14-118         Avoid Traffic Control Device by Private 

Property 
D 

14-119         Parades & procession D 
14-123  Unsafe opening of vehicle door D 
15-127  Parent responsible for child riding bike D 
15-129  More riders on bike than seating allows D 
15-130  Clinging to vehicle from bike, skates etc D 
15-131  Improper riding of bike on roadway D 
15-132  1 hand on handlebars when carrying 

articles on bicycle 
D 

15-133  Imp bike lamps, brakes, reflectors (bikes) D 
16-138 Imp operation of Motorcycles, seats# of 

passengers, bundles.
D 

16-139  Imp operation of MC on laned roadway D 
16-140  Motorcycle clinging to other vehicle D 
16-141  Seat equip required to MC passengers D 
16-142  Motorcycle helmet & eye protection D 
17-143  Equipment offenses that are not 

misdemeanor. 
D 

17-144  Driving w/o headlights when needed D 
17-146  Defective Headlamps D 
17-147  Defective Tail Lights D 
17-148  Defective reflectors D 
17-149  Defective Stop lights and turn signals D 
17-151  Improper Lighting equip certain vehicles D 
17-152  Imp Lamp color on certain vehicles D 
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17-153  Imp mounting of lamps etc certain vehicles D 
17-154  Imp visibility of lamps etc certain vehicles D 
17-156  No lamp/flag on projecting load D 
17-157  Imp Lamps on parked vehicles D 
17-158  Imp Lamps & equipment on farm equipment 

implements & animal drawn vehicles
D 

17-159  Improper use of spot, fog, or aux lamps D 
17-160  Improper lamps or lights on emergency 

Vehicle  
D 

17-161  Improper stop or turn signal D 
17-162  Improper hazard warning lights D 
17-163  Unauthorized lighting equipment D 
17-164  Improper Multiple Beam Lights D 
17-165  Fail to Dim Head Lights D 
17-166  Improper single beam head lamps D 
17-167  Improper speed with alternate lighting D 
17-168  Improper number of driving lamps D 
17-169  Unauthorized lights and signals D 
17-170  Improper School bus equipment D 
17-171  Improper Church/day care bus equip D 
17-172  Improper lights on highway const vehicles D 
17-173  Defective Brakes D 
17-174  Defective or improper use of Horn D 
17-175  Defective Muffler D 
17-176  Defective or missing Mirrors D 
17-177  Obstructed Windshields/Defective wipers D 
17-178  Defective Tires D 
17-182b  Unlawful riding on vehicles / under 14 D 
18-183  Defective motorcycle headlamps D 
18-184 Defective motorcycle tail lights D 
18-185  Defective motorcycle reflectors D 
18-186  Defective motorcycle stop & turn signals D 
18-188  Improper road-lighted equipment for motor-

driven cycles
D 

18-190  Defective motorcycle brakes D 
18-191  Defective horn, muffler, mirrors or tires on a 

Motorcycle  
D 

3-6  Disobey Traffic Control Officer D 
4-18  Remove/deface traffic control device D 
5-23  Leaving the Scene of IA D 
5-24  Leaving the Scene of NIA D 
5-25  Duty to Report/Give Aid D 
5-26  Duty upon striking unattended Vehicle D 
5-27  Fail To report Accident D 
5-28  False Accident Report D 
6-29  Reckless Driving  A 
6-30  D.U.I. B 
6-30.1  Commercial D.U.I.  B 
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6-30a  Preliminary Breath Test B 
6-30b  Ignition Interlock Devices: Tampering  B 
6-31  Eluding a police officer in vehicle  C 
7-37  Rapid Acceleration D 
7-37  Drag Racing  D 
9-52  U-turn on curve or crest of grade  D 
11-74  Pedestrian under influence on roadway D 
13-88  Vehicle for sale or on street repair, 

Prohibited 
D 

13-90  Blocking Traffic leaving <10’ roadway  D 
14-104  Inattentive Driving  D 
14-106  O.C.B.   Driver  D 
14-106  O.C.B.   Passenger  D 
14-106  T.O.B.   Driver  D 
14-106  T.O.B.   Passenger  D 
14-115  Unlawful Riding on Vehicles 14 & older D 
14-118  Driving thru Private Prop to avoid TCD D 
14-120  Driving thru Funeral Procession  D 
14-122  Barricades; driving around barriers  D 
14-125  Driving thru yards w/intent to damage  D 
15-136  Skates, skateboards etc on roadway  D 
17-179  Spilling Loads on Roadways  D 
17-180  Trailers & Towed vehicles, safety hitches D 
17-181  Illegal Window Tint D 
17-182b  Unlawful Riding on Vehicles under 14 D 
19-192  No Drivers License & Expired DL  D 
19-193  No Drivers License In Possession  D 
19-194  Driving while Suspended or Revoked D 
19-195  Driving in violation of restrictions  D 
19-196  Permit unauthorized operator to drive D 
19-197  Permit unauthorized minor to drive  D 
19-198  No Valid License Plate D 
19-199   Unlawful use of Drivers License D 
19-200 No proof of Insurance D 
21-5412.a  Assault E 
21-5412.c  Interfere / disobey/ assault/ obstruct  L.E.O. E 
21-5413   Battery E 
21-
5413.c.1.B  

Battery on Police Officer E 

  Escape Custody  E 
  Careless Driving – No Accident Inv D 
  Carry Concealed Firearm H 
  Carry other concealed weapons  H 
  Contributing to delinquency of minor  H 
  Curfew Violation  H 
21-5813  Criminal Damage to Property F 
  Discharge Firearm w/in City Limits  H 
  Disorderly Conduct (fighting) E 



 

  
 Chapter 18 – Forms 18-167 

  Disorderly Conduct (profanity)  E 
  Disturbing the Peace E 
  Disturb the Peace (music in vehicle)  H 
  Dog Violations H 
 Resist arrest/ Elude Police Officer on Foot C 
  Discharge Fireworks in City Limit  H 
  Indecent Exposure  H 
  Interfering w/operation of driver  D 
  Junk Ordinance  H 
 Tobacco Violation  G 
  Illegal Possession Consumption cereal malt 

beverage  
H 

  Inhaling, smelling substances H 
  Public Property Sales H 
21-5801  Theft / Shoplifting / possession of F 
21-5801  Theft of Services  F 
  Train Blocking Crossing D 
  Video tape theft   F 
  Utility Pole Sign Violation F 
  Furnish Intoxicants to under 21  F 
                    Criminal trespass   F 
  Habitual Violator  D 
                   
  

Patronizing a prostitute                      D 

  Conspiracy to commit theft F 
  Possession of stolen property  F 
  Limitations on Backing D 
  Keys in vehicle/vehicle running unattended D 
  Pedestrian disobey railroad signals  D 
  Loitering F 
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State of Kansas          
Kansas State Treasurer   
ST-21 (07-2013)   
   
 

REPORT AND PAYMENT OF MUNICIPAL COURT REVENUE 
 
 
 
 
A. REINSTATEMENT FEES ($59.00)    $       
 
B. JUDICIAL BRANCH SURCHARGE ($22.00)   $       
 
C. JUDICIAL BRANCH EDUCATION FUND ($.50)  $       
 
D. LAW ENFORCEMENT TRAINING CENTER FUND ($20.00) $       
 
E. COMMUNITY CORRECTIONS SUPERVISION FEE FUND 
 (DUI Fine $250)      $       
 
F. HUMAN TRAFFICKING VICTIM ASSISTANCE FUND $       
 (Human Trafficking Fine $2,500.00 or $5,000.00) 
 
 
    TOTAL REMITTANCE   $       
 
 
 
               
 
I hereby certify the above to be a true, complete and accurate report and payment of municipal court revenue as required to be 
remitted the State Treasurer by K.S.A. 8-2110 as amended by 2011 Senate Bill 97; 12-4114, 12-4115 and 12-4116, as 
amended and Kansas Supreme Court Order 91 SC 1 and 1992 House Bill No. 2832; 12-4117 as amended by 2010 Senate Bill 
No. 434 and 2012 Senate Bill No. 60, Sec. 1; 2013 Sen Sub. For House Bill No. 2034 and amendments thereto. 
 
 
 
For the Month of   Municipal Court of    
 
Authorized Signature    Date    
 
               
 
Treasurer’s Use Only:     
 
Check #     Please remit to:  Kansas State Treasurer 
     900 SW Jackson Suite 201 
Date       Topeka, Kansas 66612-1235 
      785-296-4147 
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KANSAS TREASURER’S FORM 
 

It is required by law that certain fees be collected by the court and forwarded to the Kansas State 
Treasurer.  Remittances for all fees should be made monthly with the exception of the Judicial Branch 
Education Fee.  Clerks may send in the amount collected within each month, but are not required by law 
to send the Judicial Branch Education Fee to the State Treasurer until the total amount is $250.00.  Send 
the DL reinstatements and Law Enforcement Training Fee in monthly. 
 
Directions for first section:  DL REINSTATEMENTS 
 
Driver’s license reinstatement fees are $59.00 for each applicable charge (not case).  If a defendant is 
charged with speeding and running a red light, the total amount the defendant would have to pay for 
reinstatement fee is $118 plus the Judicial Branch Surcharge of $22.00.  After the suspension order is 
sent to MVD, they require a reinstatement fee per ticket be collected before the driver’s license 
reinstatement notice is sent to MVD.  The only reason the fee is waived is if the court made an error. 
 
1. City of Court. 
 
2. Reporting of month or period.  Example:  January, 96 
 
3. Total amount collected during month or period. 
 
Directions for second section:  JUDICIAL BRANCH EDUCATION 
 
The State required all cases, not tickets be assessed for the Judicial Branch Education fees.  This funds 
the training for Judges and clerks.  Parking and seat belt violations are exempt. 
 
1. City of Court. 
 
2. Reporting of month or period.  Example:  January, 96 
 
3. Total amount collected during month or period. 
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Accounts and Reports Setoff Program 
MUNICIPAL COURT 

 
Information obtained from internet address:  da.state.ks.us/ar/setoff  
 
CRITERIA FOR SUBMITTING DEBTS FOR SETOFF 
The setoff process begins with the referral of debts to the Setoff Program which 
includes court costs, fines and fees.  Debts submitted must meet the criteria 
established by K.S.A. 75-6201 et seq. and as agreed to by the Director and with 
the municipal court.  A valid debt must exist and be due and owing and considered 
to be delinquent, and at least three attempts must be made to collect the debt 
prior to its submission.  Further, the debt must be at least $25.  Three attempts 
would include the original service of citation, notices to appear, suspension notices, 
and telephone contact. 
 
The Setoff Program can accept debts in any quantity by e-mail.  Please refer to the 
Delinquent Debts Form to use for submission of your debts.  In your e-mail, please 
indicate the total number of accounts and total dollar amount of the debts being 
submitted.  A social security number (SSN) or employer identification number 
(EIN) must be included with the debts. 
 
MATCHING AGAINST DIFFERENT TYPES OF PAYMENTS 
The Setoff Program matches several payment sources against the debtor file 
containing debts owed to municipal courts.  The types of payments we match 
against are: 
 
Payroll 
State employees became subject to setoff with the matching of the debtor file 
against employee earnings which began in May 1981.  This was the first payment 
source that the Setoff Program started with. As you will see, a piecemeal approach 
was used in adding payment sources to the program. 
Wage garnishment laws define the wage amounts that may be set off against 
debts.  Twenty-five percent of disposable earnings (gross pay less federal and 
state income taxes, social security tax, and KPERS retirement) may be set off 
against most debts, but 100 percent may be set off against State tax debts.  
 
Many state employees who have had their debts matched against their wages elect 
wage assignments.  By agreeing to a wage assignment, the debtor (state 
employee) acknowledges the debt and authorizes a specific amount to be deducted 
each payroll period.  Setoff Program policy requires that a wage assignment 
deduction be at least $25 per bi-weekly payroll period.  Obviously, if the debt 
amount owed is larger and depending on their ability to pay, a higher amount will 
be negotiated. 
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Income Tax Refunds 
The debtor file is provided weekly to the Department of Revenue to match against 
individual income tax refunds in process.  Set off of single individual income tax 
refunds was implemented in July 1981, and set off of joint income tax refunds was 
added in January 1982.  One-hundred percent of single filers' income tax refunds 
can be set off against debts owed.  A portion of joint filer’s income tax refund who 
is the debtor is available for set off based on the ratio of each spouse's income 
contribution to total income. 
 
Homestead Property Tax and Food Sales Tax 
Set off of homestead property tax and food sales tax refunds was implemented in 
January 1983. One-hundred percent of the homestead and the debtor's 
proportionate share of the food sales tax refund can be set off. 
 
Miscellaneous Payments 
Set off of miscellaneous payments was implemented in December 1982.  This 
includes payments to individuals and vendors, KPERS withdrawals of accumulated 
contributions, and Kansas Lottery winnings.  One-hundred percent of most of these 
payments can be set off.  Some miscellaneous payments, however, cannot be set 
off due to federal and state restrictions (e.g., emergency disaster relief payments). 
 
Unclaimed Property 
The State Treasurer matches payments for unclaimed property against the Setoff 
Program debtor file.  This process was implemented in August 1987.  One-hundred 
percent of these payments can be set off. 
 
Direct Payments 
Many debtors may wish to enter into repayment agreements with municipal courts 
once they have been notified of a match by the Setoff Program.  Payments can be 
processed through the Setoff Program or through the municipal court.  After the 
debtor has been notified by the Setoff Program, all payments received from the 
debtor must be reported as Setoff Program collections. 
 
STEPS IN COMPLETING SETOFF 
The Setoff Program follows several steps in setting off debts: 

 Substantially all state payments in process are matched against the 
debtor file on social security numbers and employer identification 
numbers.  Setoff Program personnel review the listings of the matches to 
determine if the matches on both identification numbers and names are 
the same.  If the matches are valid, the payment is intercepted for the 
setoff process. 

 The debtor is notified by a letter of intent to set off the payment in 
process against his/her debts.  A copy is sent to the municipal court to 
alert them of the pending set off and to allow the opportunity to review 
the account and inform the Setoff Program of any necessary adjustments. 
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 The debtor is given 15 days in which to request an administrative appeal. 
If no appeal is requested, final set off is affected. 

 The funds are collected by the Setoff Program and applied to the debtor's 
account balance. 

 A receipt of payment is provided to the debtor. 
 Funds collected are transferred twice a month after withholding the 

collection assistance fee. 
 
DEBTOR APPEAL RIGHTS 
To assure due process, Kansas law requires that the debtor be given the 
opportunity to appeal the setoff procedure.  The debtor initially has the right to 
appeal within fifteen (15) days from the date of the letter of intent to set off.  If an 
appeal is received within fifteen (15) days, further setoff procedures are delayed 
until the dispute is resolved.  Even if the debtor does not appeal within the 15-day 
period, the debtor still has the right to appeal within two (2) years from the date 
final set off was affected.  If the appeal request is received after the initial 15-day 
period, set off may have already occurred.  However, a hearing will be held to 
determine if the set off was proper.  Most hearings are conducted by telephone 
conference.  There have been a few cases where the debtor did not make the 15-
day appeal, but did appeal within the two-year period and prevailed in his/her 
appeal.  Moneys that have been erroneously set off are refunded.  It is the 
municipal court’s responsibility to issue a refund if an over collection of a debt 
occurs providing the Setoff Program has already collected and transferred the 
money to the municipal court.  
 
When the Setoff Program receives a hearing request from the debtor, the Setoff 
Program will notify the municipal court and request that they try to resolve the 
dispute.  If it cannot be resolved, the matter is scheduled for hearing.  At this 
hearing, the municipal court is responsible for providing evidence to establish the 
debt's validity. 
 
MAINTAINING CONTROL OF SETOFF ACCOUNTS 
The municipal court will maintain control of setoff accounts and are involved in 
every step of the setoff process.  The debt is owed to the municipal court and they 
maintain control of it.  The Setoff Program's role is to assist in collection on behalf 
of the municipal court.  
The Setoff Program will provide the municipal court a copy of all correspondence 
sent to the debtor and the municipal court is responsible for:  meeting with 
debtors, providing documentation regarding the validity of the debts, resolving 
disputes, and arranging payment plans.  The municipal court is also responsible for 
updating debtor account balances that have been referred to the Setoff Program, 
including the accounting for direct payments and adjustments to the debts. 
 
A debt remains in the Setoff Program for as long as the referring municipal court 
decides to leave it there.  Historically, debts are removed when:  the debts are 
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uncollectible; the debts are no longer delinquent because payment has been made 
or because a deferment has been filed; or the debts are discharged due to 
bankruptcy. 
 
FEES/DISPOSITION OF COLLECTIONS 
The Setoff Program remits collections of setoff accounts twice monthly after 
withholding the collection assistance fees.  Included with each remittance is the 
detail of all collections by debtor and amounts set off. 
 
The Setoff Program is financed by the collection assistance fees charged to state 
agencies, municipalities, municipal courts, and district courts.  For municipal 
courts, a fee of 18.4% is charged for submission of debts electronically by e-mail.  
The social security number (SSN) or employer identification number (EIN) must be 
a part of the record for electronic submission.  The Setoff Program fee is quite 
reasonable when compared to the fees charged by other collection firms and 
attorneys that generally range from 30 to 50 percent of the amounts they collect. 
The Setoff Program is self sufficient because of the fees we charge, thus the 
taxpayers do not pay for the operating cost of our program that is a refreshing 
concept in today’s governmental environment. 
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Defendant's SS#    Leave 
Blank 

 Defendant's First 
Name 

   Last Name    Docket 
Number 

   List of Violations  Total Owed 

  1          1   31    75 
  1          1   31    172 
  1          1   31    141 
  1          1    31     

  1          1    31     
  1          1    31     
  1          1    31     
  1          1    31     
  1          1    31     
  1          1    31     
  1          1    31     
  1          1    31     
  1          1    31     
  1          1    31     
  1          1    31     
  1          1    31     
  1          1    31     
  1          1    31     
  1          1    31     
  1          1    31     
  1          1    31     
  1          1    31     
  1          1    31     
  1          1    31     
  1          1    31     
  1          1    31     
  1          1    31     
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Setoff  
Billing Inquires 

(Used when defendants call about their setoff fines) 

 
 

Date:          
 
Name:          

 
Docket#         
 
Defendant:           
              
              
              
     
 
Court Staff:           
              
              
              
              
    
 
 
Setoff:            
              
              
              
              
    
 
Findings:           
              
              
              
              
    
 
 
      
Signature 
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K.S.A. 12-4119 
Collection of Debts Owed to Municipal Courts 

 
 
12-4119. Collection of debts owed to municipal courts or restitution; contracts for 
collection.  (a) Cities are authorized to enter into contracts for collection services for debts owed 
to municipal courts or restitution owed under an order of restitution.  On and after July 1, 2007, the 
cost of collection shall be paid by the defendant as an additional court cost in all cases where the 
defendant fails to pay any amount ordered by the court and the court utilizes the services of a 
contracting agent pursuant to this section.  The cost of collection shall be deemed an administrative 
fee to pay the actual costs of collection made necessary by the defendant's failure to pay court debt 
and restitution. 
 
 (b)  The following terms shall mean: 
 
 (1)  "Beneficiary under an order of restitution" means the victim or victims of a crime to 
whom a municipal court has ordered restitution be paid; 
 
 (2)  "contracting agent" means a person, firm, agency or other entity who contracts 
hereunder to provide collection services; 
 
 (3)  "cost of collection" means the fee specified in contracts hereunder to be paid to or 
retained by a contracting agent for collection services and shall not exceed 33% of the amount 
collected.  The cost of collection shall be paid from the amount collected, but shall not be deducted 
from the debts owed to municipal courts or restitution.  Cost of collection also includes any filing fee 
required under K.S.A. 60-4303, and amendments thereto; and 
 
 (4)  "debts owed to municipal courts" means any assessment of court costs, fines, fees, 
moneys expended by the city in providing counsel and other defense services to indigent 
defendants or other charges which a municipal court judge has ordered to be paid to the court, and 
which remain unpaid in whole or in part, and includes any interest or penalties on such unpaid 
amounts as provided for in the judgment or by law.  "Debts owed to municipal courts" also includes 
the cost of collection when collection services of a contracting agent hereunder are utilized. 
 
 (c)  Municipal courts are authorized to utilize the collection services of contracting agents 
pursuant to this section for the purpose of collecting all outstanding debts owed the municipal 
courts. 
 
 (d)  Any beneficiary under an order of restitution entered by a municipal court is authorized 
to utilize the collection services of contracting agents pursuant to this section for the purpose of 
collecting all outstanding amounts owed under such order of restitution. 
 
 (e)  Contracts shall provide for the payment of any amounts collected to the clerk of the 
municipal court for the court in which the debt being collected originated, after first deducting the 
collection fee.  In accounting for amounts collected from any person, the municipal court clerk shall 
credit the person's amount owed the amount of the net proceeds collected.  The clerk shall not 
reduce the amount owed by any person that portion of any payment which constitutes the cost of 
collection pursuant to this section. 
 
 (f)  When the appropriate cost of collection has been paid to the contracting agent as agreed 
upon in the contract, the municipal court clerk shall then distribute amounts collected as follows: 
 
 (1)  When collection services are utilized pursuant to subsection (c), all amounts shall be 
applied against the debts owed to the court as specified in the original judgment creating the debt; 
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 (2)  when collection services are utilized pursuant to subsection (d), all amounts shall be 
paid to the beneficiary under the order of restitution designated to receive such restitution, except 
where that beneficiary has received recovery from the Kansas crime victims compensation board 
and such board has subrogation rights pursuant to K.S.A. 74-7312, and amendments thereto, in 
which case all amounts shall be paid to the board until its subrogation lien is satisfied. 
 
 (g)  Whenever collection services are being utilized against the same debtor pursuant to both 
subsections (c) and (d), any amounts collected by a contracting agent shall be first applied to 
satisfy debts pursuant to an order of restitution. Upon satisfaction of all such debts, amounts 
received from the same debtor shall then be applied to satisfy, debts owed to courts. 
 
History:  L. 2007, ch. 168, § 1; July 1. 
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LOCAL 
 

GOVERNMENT 
 

FORMS 
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MUNICIPAL COURT MONTHLY REPORT 
 
 
 
ACTIVITY Month, year Month, YTD Month, prior 

year
Month, Prior 
YTD 

Cases Filed     
Crimes against persons     
Crimes against property     
DUI     
Miscellaneous crimes     
Traffic Violations     
Seat Belt Violations     
     
Total Cases Filed     
     
Court Revenues (fines & 
fees) 

$ $ $ $ 

Outstanding Bonds     
     
     

Case Dispositions     
Bond Forfeitures     
Dismissals     
Diversion agreements     
Guilty pleas     
Trials (on pleas of not 
guilty) 

    

Total Cases Closed     
     

Warrants     

Issued     
Served     
Outstanding     
     
Community Service 
Program 
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COURT MONTHLY REPORT 
 

 
 
The Municipal Court Monthly Report is not mandated by state law, but is provided as a 
reference and can be adapted to meet your city’s needs, if required.  Sample only. 
 
Cases filed can be classified in any manner the City government wishes.  Often the clerk finds 
that it is helpful to parallel classifications of the report with the case load summary report.  If 
this is done, then the monthly reports could be totaled for the quarterly report. 
 
Court revenues should equal the total amount collected during the month. 
 
Again, it is often helpful if the case dispositions parallel the Caseload Summary Report. 
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ORDERING FORMS 
 

FORM FORM NUMBER ORDERING AGENCY 
   
Kansas Notice of DL Suspension DC-24(e) MVD 
Out of State DL Suspension  MVD 
Abstract of Conviction DC-7 MVD 
Driver’s License Sanctions  MVD 
Prosecutor’s Adult Disposition Form 
(KADR) 

CCH-5 KBI 

Caseload Summary  OJA 
ADSAP Assessments and 
Expenditures 

JA-105 OJA 

Kansas State Treasurer’s Form ST-31  
Insurance Verification Forms DC-66 MVD 
 
 
MAILING ADDRESSES: 
 
Special Processing 
Division of Motor Vehicles 
Box 12021 
Topeka, Ks. 66612-2012 
 
 
 
 
OFFICE OF JUDICIAL ADMINISTRATION   
 
301SW 10th Ave.     
Topeka, Kansas  66612-1507     
 
K.B.I.  BUREAU OF INVESTIGATION (for KADR)  
 
1620 SW Tyler     
Topeka, Kansas  66612 
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CHAPTER 19.  BASIC LEGAL RESEARCH 
 

19.01 GENERALLY 
 

This chapter is intended to provide basic information on legal research and 
publications especially for nonlawyer municipal judges. 

 
The laws of Kansas can be found primarily in two places: the statutes enacted by 
the legislature, and the opinions of the Kansas Supreme Court and Court of 
Appeals. 

 
19.02 KANSAS STATUTES 
 

The Kansas Statutes Annotated (or K.S.A.’s) is the best resource for researching 
statutory law.  They contain the text of the statutes, their history, citations to 
appellate court opinions interpreting or applying the statutes, as well as law 
review and bar journal articles, and Attorney General opinions which may provide 
helpful background information. 

 
The maroon bound volumes containing the statutes are supplemented yearly 
with white paperback volumes, which report any new statutes or amendments to 
existing statutes adopted by the Legislature in that year.  Unfortunately, although 
new or amended statutes usually take effect on July 1 of the year in which they 
are adopted, the annual supplement containing those changes is not published 
until the end of the year.  It is sometimes necessary to look up the most recent 
changes to a statute in the Session Laws. 

 
When looking up a statute, you should always check the supplement to see 
whether that statute has been amended since the bound volume was published.  
Even if the statute has not been amended, the supplement may contain more 
recent annotations such as court opinions decided after the publication of the 
bound volume. 

 
If you are interested in the history of a particular statute, such as when it was 
enacted or when and in what manner it has been amended over the years, look 
at the section entitled “History” which follows each statute.  The history section 
might contain, for example, the following citation, “L. 1995, ch. 150, § 5; L. 1998, 
ch. 18, § 8; July 1.”  This citation tells you that the statute was originally enacted 
in 1995 and the original version may be found in the 1995 Sessions Laws, 
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Chapter 150, Section 5.  The statute was amended in 1998 and the amendments 
may be found in the 1998 Session Laws, Chapter 18, Section 8.  Those 
amendments took effect on July 1, 1998.  One benefit of utilizing the session 
laws is that amendments to existing law are shown in strike type and italics so 
that you can immediately ascertain exactly what changes were made. 

 
Unannotated Kansas statutes can also be located via the Internet at 
www.kslegislature.org/cgi-bin/statutes/index.cgi. 

 
19.03 CASE LAW 
 

The opinions of the Kansas Supreme Court are published in gold bound volumes 
called the Kansas Reports.  The opinions of the Kansas Court of Appeals are 
published in blue bound volumes called the Kansas Court of Appeals Reports, 
Second.  Recent decisions of both courts appear in tan paperback volumes 
called “advance sheets.”  The most recent decisions, which have not yet 
appeared in the advance sheets, can be obtained from the appellate clerk’s office 
or on the Internet at www.kscourts.org/kscases. 

 
A typical citation to a Kansas Supreme Court case might read, “State v. Reno, 
260 Kan. 117, 918 P.2d 1235 (1996).”  This indicates that the opinion can be 
found in volume 260 of the Kansas Reports at page 117.  The second part of the 
citation refers to the Pacific Reporter, Second Series, a regional reporter that 
contains Kansas cases as well as cases from thirteen other states.  The cases 
were decided in 1996. 

 
A Kansas Court of Appeals decision might read, “State v. Ford, 23 Kan. App. 2d 
248, 252, 930 P.2d 1089 (1996), rev. denied 261 Kan. 1087 (1997).”  This case 
can be found in volume 23 of the Kansas Court of Appeals Reports, Second at 
page 248.  The specific portion of the case being cited appears at page 252.  The 
case can also be found in volume 930 of the Pacific Reporter, Second Series at 
page 1089.  The Court of Appeals decided the case in 1996 and the Kansas 
Supreme Court denied a petition for review of the case in 1997.  That denial is 
recorded in volume 261 of the Kansas Reports at page 1087. 

 
In researching case law, it is important to determine whether a particular case is 
still valid law.  Use of the Shepard’s Case Citation Service can tell you whether 
the holding of a case has been modified or overruled and whether the case has 
been cited in another opinion.  Shepard’s frequently updates its bound volume 
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with paperback supplements and it is necessary to look up the case citation in 
each of these volumes. 

 
It is also important to make sure you are relying on a published opinion.  Any 
case found in the gold or blue reports, or in the advance sheets, is a published 
opinion.  Unpublished opinions, which are often available in loose-leaf form from 
the courts, are not to be cited as authority under Supreme Court Rule 7.04.  1999 
Kan. Ct. R. Annot 45-46.  Unpublished Court of Appeals opinions are especially 
common, as the Court of Appeals only publishes a small percentage of its 
opinions. 



A 

 
ABSTRACT – A short written statement, abbreviating some other document. 
 
ACCOMPLICE – 1.  A partner in crime.  2.  A person who knowingly and voluntarily 
participates with another in a criminal activity. 
 
ACCOUNT – A listing or statement of financial items. 
 
ACKNOWLEDGEMENT – 1.  A statement of acceptance of responsibility.  2.  The short 
declaration at the end of a legal paper showing the paper as duly executed and 
acknowledged. 
 
ACQUIT – To find a defendant not guilty in a criminal trial. 
 
ACTION – Case, cause, suit, or controversy disputed or contested before a court of 
justice. 
 
AD LITEM – A Latin term meaning for the purposes of a lawsuit.  For example, a 
guardian “ad litem” is a person appointed by the court to protect the interests of a minor 
or legally incompetent person in a lawsuit. 
 
ADJUDICATION – Giving or pronouncing a judgment or decree.  Also, the judgment 
given. 
 
ADMISSIBLE EVIDENCE – Evidence that can be legally and properly introduced in a 
trial. 
 
ADMONISH – To advise or caution.  For example, the court may caution or admonish 
counsel for wrong practices. 
 
ADSAP (Alcohol and Drug Safety Action Program) – Evaluation and supervision of 
persons convicted of violation of 8-1567 (DUI) or comparable city ordinance; 
certification of programs; reports of administrative judge; fees; disposition. 
 
ADVERSARY SYSTEM – The trial method used in the United States and some other 
countries.  This system is based on the belief that truth can best be determined by 
giving opposing parties full opportunity to present and establish their evidence and to 
test by cross-examination the evidence presented by their adversaries.  All this is done 
under the established rules of procedure before an impartial judge and/or jury. 



A 
 
AFFIANT – A person who makes and signs an affidavit. 
 
AFFIDAVIT – A written statement of facts confirmed by the oath of the party making it, 
before a notary or officer having the authority to administer oaths.  For example, in 
criminal cases, affidavits are often used by police officers seeking to convince courts to 
grant a warrant to make an arrest or a search. 

 
AFFIDAVIT OF SENTENCE – A sworn statement that the one making the statement 
served some document on another person at a time and place stated. 
 
AFFIRMATIVE DEFENSE – Without denying the charge, the defendant raises 
circumstances such as insanity, self-defense, or entrapment to avoid responsibility. 
 
AFFIRMED – In the practice of appellate courts, the word means the decision of the trial 
court was correct. 
 
AID AND ABET – To actively, knowingly, or intentionally assist another person in the 
commission or attempted commission of a crime. 
 
ALIAS WRIT – A second issuance of a paper or writ, because the first one was without 
effect. 
 
ALLEGATION – A statement of the issues in a written document (a pleading) which a 
person is prepared to prove in court.  For example, an indictment contains allegations of 
crimes against the defendant. 
 
ALLEGED – Stated; recited; claimed; asserted; charged. 
 
AMENDMENT – A change in pleading or document filed in a case. 
 
AMICUS CURIE – A friend of the court.  One not a party to a case who volunteers to 
offer information on a point of law or some other aspect of the case to assist the court in 
deciding the matter before it. 
 
ANSWER – The defendant’s response to the plaintiff’s allegations as stated in a 
complaint.  An item-by-item, paragraph-by-paragraph response to points made in a 
complaint; part of the pleadings. 



A 
 
APPEAL – A request made after trial, asking another court to decide whether the trial 
was conducted properly.  To make the request is “to appeal” or “to take an appeal.”  
One who appeals is called the appellant. 
 
APPEAL BOND – A bond is given a part of an appeal to prevent any action on the 
judgment until the appeal is decided by the higher court. 
 
APPEARANCE – 1. The formal proceeding by which a defendant submits to the 
jurisdiction of the court.  2.  A written notification to the plaintiff by an attorney stating he 
or she is representing the defendant.  Also, unpaid child support payments for past 
periods owed by a parent who is obligated to pay support. 
 
APPELLATE COURT – A court having jurisdiction to hear appeals and review a trial 
court’s procedure. 
 
APPELLEE – The party against whom an appeal is taken.  Sometimes called a 
respondent. 
 
ARBITRATION – A form of alternative dispute resolution in which the parties bring their 
dispute to a neutral third party and agree to abide by his or her decision.  In arbitration 
there is a hearing at which both parties have an opportunity to be heard. 
 
ARRAIGNMENT – A proceeding in which an individual who is accused of committing a 
crime is brought into court, told of the charges, and asked to plead guilty or not guilty.  
Sometimes called a preliminary hearing or initial appearance. 
 
ARREST – To take into custody by legal authority. 
 
ASSAULT – Threat to inflict injury with an apparent ability to do so.  Also, any 
intentional display of force that would give the victim reason to fear or expect immediate 
bodily harm. 
 
ATTESTATION – A witnessing of a signature to a document; also, signing it to further 
witness the original signature. 
 
ATTORNEY AT LAW – An advocate, counsel, or official agent employed in preparing, 
managing, and trying cases in the courts. 
 



A 
 

ATTORNEY OF RECORD – The principal attorney in a lawsuit, who signs all formal 
documents relating to the suit. 
 
AUTHENTICATION – A statement that a document of record is valid and truthful or 
otherwise legally effective. 
 

B 
 
BAIL – Money or other security (such as a bail bond) provided to the court to 
temporarily allow a person’s release from jail and assure their appearance in court.  
“Bail” and “bond” are often used interchangeably. 
 
BAIL BOND – An obligation signed by the accused to secure his or her presence at the 
trial.  This obligation means the accused may lose money by not properly appearing for 
a trial.  Often referred to simply as bond. 
 
BAILIFF – A court attendant who keeps order in the courtroom and has custody of the 
jury. 
 
BATTERY – A beating or wrongful physical violence.  The actual threat to use force is 
an assault, the use of it is battery, which usually includes an assault. 
 
BENCH TRIAL – Trial without a jury in which the judge decides the facts. 
 
BENCH WARRANT – An order issued by a judge for the arrest of a person. 
 
BEYOND A REASONABLE DOUBT – The standard in a criminal case requiring the jury 
be satisfied to a moral certainty every element of a crime has been proven by the 
prosecution.  This standard of proof does not require the state to establish absolute 
certainty by eliminating all doubts, but it does require the evidence be so conclusive that 
all reasonable doubts are removed from the mind of an ordinary person. 
 
BILL OF PARTICULARS – A statement of the details of the charge made against the 
defendant. 
 



B 
 
BIND OVER – To hold a person for trial on bond (bail) or in jail.  If the judicial officer 
conducting a hearing finds probable cause to believe the accused committed a crime, 
the official will bind over the accused, normally by setting bail for the accused’s 
appearance at trial. 
 
BOND – A written promise to pay money on conditions stated; in criminal cases, used 
interchangeably with “bail.” 
 
BOOKING – The process of photographing, fingerprinting and recording identifying data 
of a suspect.  This process follows the arrest. 
 
BRIEF – A written statement prepared by one side in a lawsuit to explain to the court its 
view of the facts of a case and the applicable law. 
 
BURDEN OF PROOF – In the law of evidence, the necessity or duty of affirmatively 
proving a fact or facts in dispute on an issue raised between the parties in a lawsuit.  
The responsibility of proving a point (the burden of proof) is not the same as the 
standard of proof.  Burden of proof deals with which side must establish a point or 
points, standard of proof indicates the degree to which the point must be proven.  For 
example, in a civil case the burden of proof rests with the plaintiff who must establish his 
or her case by such standards of proof as a preponderance of the evidence or clear and 
convincing evidence. 

C 
 
CAPTION – The heading on a legal document listing the parties, the court, the case 
number, and related information. 
 
CASE LAW – Law established by previous decisions of appellate courts, particularly the 
Supreme Court. 
 
CAUSE – A lawsuit, litigation, or action.  Any questions, civil or criminal, litigated or 
contested before a court of justice. 
 
CAVEATS – A formal notice filed by an interested party with a court or officer requesting 
the postponement of a proceeding until he or she is heard. 
 



C 
 
CERTIFICATION – 1.  Written attestation.  2.  Authorized declaration verifying an 
instrument is a true and correct copy of the original. 
 
CHANGE OF VENUE – Moving a trial to another place. 
 
CIRCUMSTANTIAL EVIDENCE – All evidence except witness testimony.  One example 
is physical evidence, such as fingerprints, from which an inference can be drawn. 
 
CITATION – 1.  A reference to a source of legal authority.  2.  A direction to appear in 
court, as when a defendant is cited into court, rather than arrested. 
 
CIVIL ACTIONS – Noncriminal cases in which one private individual or business sues 
another to protect, enforce, or redress private or civil rights.  Civil cases are not heard in 
municipal court. 
 
CLOSING ARGUMENT – The closing statement, by counsel, to the trier of facts after all 
parties have concluded their presentation of evidence. 
 
COMMIT – To send a person to prison, asylum, or reformatory by a court order. 
 
COMMITMENT – A court’s order directing the imprisonment of a person. 
 
COMMON LAW – The legal system that originated in England and is now in use in the 
United States.  It is based on judicial decisions rather than legislative action. 
 
COMPLAINT – Formal written charge that a person has committed a criminal offense. 
 
CONFESSION OF JUDGMENT – An admission, usually in writing, made by a person 
who thereby authorizes entry of a certain stated judgment against him or her without 
trial. 

 
CONSECUTIVE SENTENCES – Successive sentences, one beginning at the expiration 
of another, imposed against a person convicted of two or more violations. 
 
CONSOLIDATION – An action of the court, or on consent of the parties to a lawsuit, by 
which one or more cases are joined together for argument or trial. 
 



C 
 
COMTEMPT OF COURT – Willful disobedience of a judge’s command or of an official 
court order. 
 
CONTINUANCE – The adjournment or postponement of a session, hearing, trial, or 
other proceeding to a subsequent day or time. 
 

CONTRACT – A legally enforceable agreement between two or more competent parties 
made either orally or in writing. 
 
CONVICTION – A judgment of guilt against a criminal defendant. 
 
CORPUS DELICTI – Body of a crime.  The objective proof a crime has been committed.  
It sometimes refers to the body of the victim of a homicide or to the charred shell of a 
burned house, but the term has a broader meaning.  For the state to introduce a 
confession or to convict the accused, it must prove a corpus delicti, that is, the 
occurrence of a specific injury or loss and a criminal act as the source of that particular 
injury loss.   
 
CORROBORATING EVIDENCE – Supplementary evidence that tends to strengthen or 
confirm the initial evidence. 
 
COUNSEL – Legal advisor, a term used to refer to lawyers in a case. 
 
COURT – Government entity authorized to resolve legal disputes.  Judges sometimes 
use “court” to refer to themselves in the third person, as in “the court has read the 
briefs.” 
 
COURT ADMINISTRATOR/CLERK OF THE COURT – An officer appointed by the city 
to oversee the administrative, nonjudicial activities of the court. 
 
COURT COSTS – The expenses of prosecuting or defending a lawsuit, other than the 
attorney’s fees.  An amount of money may be awarded to the successful party (and may 
be recoverable from the losing party) as reimbursement for court costs. 
 
COURT REPORTER – A person who makes a word-for-word record of what is said in 
court and produces a transcript of the proceedings upon request. 
 
 



C 
 

CRIMINAL ACTION – A lawsuit whose purpose is to determine the guilt or innocence of 
a person charged with violation of the criminal laws. 
 
CROSS-EXAMINATION – The questioning of a witness produced by the other side. 
 
CUMULATIVE SENTENCES – Sentences for two or more crimes to run consecutively, 
rather than concurrently. 
 
CUSTODY – Detaining of a person by lawful process or authority to assure his or her 
appearance to any hearing; the jailing or imprisonment of a person convicted of a crime. 
 

D 
 

DAMAGES – Money awarded by a court to a person injured by the unlawful act or 
negligence of another person. 
 
DE NOVO – Anew.  A trial de novo is a new trial of a case. 
 
DECLATORY JUDGMENT – A judgment of the court that explains what the existing law 
is or expresses the opinion of the court without the need for enforcement. 
 
DECISION – The judgment reached or given by a court of law. 
 
DECREE – An order of the court.  A final decree is one that fully and finally disposes of 
the litigation. 
 
DEFAULT – A failure to respond to a lawsuit within the specified time. 
 
DEFAULT JUDGEMENT – A judgment entered against a party who fails to appear in 
court or respond to the charges. 
 
DEFENDANT – In a civil case, the person being sued.  In a criminal case, the person 
accused of a crime. 
 
DEFENSE – A claim of certain facts or legal rules which a defendant claims prevent him 
from being held liable in a civil action, or from being found guilty in a criminal action. 
 



D 
 
DEPOSITION – An oral statement made before an officer authorized by law to 
administer oaths.  Such statements are often taken to examine potential witnesses, to 
obtain discovery, or to be used later in trial. 
 
DIRECT EVIDENCE – Proof of facts by witnesses who saw acts done or heard words 
spoken. 
 
DIRECT EXAMINATION – The first questioning of witnesses by the party on whose 
behalf they are called. 

 
DISBARMENT – Form of discipline of a lawyer resulting in the loss (often permanently) 
of the right to practice law.  It differs from censure (an official reprimand or 
condemnation) and from suspension (a temporary loss of the right to practice law). 
 
DISCOVERY – The pretrial process by which one party discovers the evidence that will 
be relied upon in trial by the opposing party. 
 
DISCRETIONARY ACTS – Those acts wherein there is no hard and fast rule as to a 
course of conduct that must or must not be taken. 
 
DISMISSAL – The termination of a lawsuit.  A dismissal without prejudice allows a 
lawsuit to be brought before the court again at a later time.  In contrast, a dismissal with 
prejudice prevents the lawsuit from being brought before a court in the future. 
 
DISSENT – To disagree.  An appellate court opinion setting forth the minority view and 
outlining the disagreement of one or more of the judges with the majority. 
 
DIVERSION – The process of removing some minor criminal, traffic, or juvenile cases 
from the full judicial process, on the condition the accused undergo some sort of 
rehabilitation or make restitution for damages. 
 
DOCKET – A list of cases to be heard by a court or a log containing brief entries of 
court proceedings. 
 
DOMICILE – The place where a person has his or her permanent legal home.  A person 
may have several residences, but only one domicile. 
 



D 
 
DUE PROCESS OF LAW – The right of all persons to receive the guarantees and 
safeguards of the law and the judicial process.  It includes such constitutional 
requirements as adequate notice, assistance of counsel, and the rights to remain silent, 
to a speedy and public trial, to an impartial jury, and to control and secure witnesses. 
 
DUI – Driving Under the Influence of alcohol or drugs. 
 
DWI – Driving While Intoxicated. 

E 
 
EN BANC – All the judges of a court sitting together.  In Kansas, the Court of Appeals 
consists of 12 judges, but they usually hear cases in panels of three judges.  If a case is 
heard or reheard by the full court, it is heard en banc.  The Kansas Supreme Court 
consists of seven justices who always hear cases together. 

 
ENTRAPMENT – A defense to criminal charges alleging the agents of the government 
induced a person to commit a crime he or she otherwise would not have committed. 
 
ENTRY OF APPEARANCE – Usually a document acknowledging the appearance of a 
person in a lawsuit; may also be any other action which constitutes an appearance.  
 
EQUAL PROTECTION OF THE LAW – The guarantee in the Fourteenth Amendment to 
the U.S. Constitution that all persons be treated equally by the law.  Court decisions 
have established this guarantee requires courts be open to all persons on the same 
conditions, with like rules of evidence and modes of procedure; persons be subject to 
no restrictions in the acquisition of property, the enjoyment of personal liberty, and the 
pursuit of happiness, which do not generally affect to others; persons are liable to no 
other or greater burdens than such as are laid upon others; and no different or greater 
punishment is enforced against them for a violation of the laws. 
 
EQUITY – Generally, justice or fairness.  Historically, equity refers to a separate body of 
law developed in England in reaction to the inability of the common-law courts, in their 
strict adherence to rigid writs and forms of action, to consider or provide a remedy for 
every injury.  The king therefore established the court of chancery, to do justice between 
parties in cases where the common law would give inadequate redress.  The principle 
of this system of law is equity will find a way to achieve a lawful result when legal 
procedure is inadequate.  Equity and law courts are now merged in most jurisdictions.   



E 
 
ERROR CORAM NOBIS – A mistake in an order or judgment of the court, because of 
an erroneous fact of some kind, which a court corrects by setting aside the order of 
judgment. 
 
ET AL – And others. 
 
EVIDENCE – Information presented in testimony or in documents used to persuade the 
fact finder (judge or jury) to decide the case for one side or the other. 
 
EX PARTE – On behalf of only one party, without notice to any other party. 
 
EXCEPTIONS – Declarations by either side in a civil or criminal case reserving the right 
to appeal a judge’s ruling upon a motion. 
 
EXECUTE – To execute a judgment or decree means to put the final judgment of the 
court into effect. 
 
EXONERATE – Removal of a charge, responsibility, or duty. 
 
EXPERT WITNESS – A witness in a lawsuit who qualifies as having great special, 
professional, or technical knowledge on some matter, and because of such qualification, 
is permitted to state his opinions thereon. 
 
EXPUNGEMENT – Official and formal erasure of a record or partial contents of a 
record. 
 
EXTRADITION – The process by which one state or country surrenders to another 
state, a person accused or convicted of a crime in the other state. 
 

F 
 
FELONY – A crime of a graver nature than a misdemeanor, usually punishable by 
imprisonment in a penitentiary for more than a year and/or substantial fines. 
 
FINDING – Formal conclusion by a judge or regulatory agency on issues of fact.  Also, 
a conclusion by a jury regarding a fact. 
 



F 
 
FIRST APPEARANCE – The initial appearance of an arrested person before a judge to 
determine whether there is probable cause for his or her arrest.  Generally, the person 
comes before the judge within hours of the arrest.  Also called initial appearance. 
 
FRAUD – Intentional deception to deprive another person of property or to injure that 
person in some other way. 

 
G 

 

GENERAL JURISDICTION – Refers to courts having no limit on the types of criminal 
and civil cases they may hear. 
 
GUARDIAN – A person appointed by will or by law to assume responsibility for 
incompetent adults or minor children.  If a parent dies, this will usually be the other 
parent.  If both die, it probably will be a close relative. 
 
GUILTY – Having committed a crime or violation; justly charged; responsible for a crime 
or other offense or fault. 
 

H 
 
HABEAS CORPUS – A writ commanding a person be brought before a judge.  Most 
commonly, a writ of habeas corpus is a legal document that forces law enforcement 
authorities to produce a prisoner they are holding and to legally justify his or her 
confinement. 
 
HEARSAY – Statements by a witness who did not see or hear the incident in question 
but heard about it from someone else.  Hearsay is not usually admissible as evidence in 
court. 
 

I 
 
IMMUNITY – A grant by the court, which assures someone will not face prosecution in 
return for providing criminal evidence. 
 



I 
 
IMPEACHMENT OF A WITNESS – An attack on the credibility (believability) of a 
witness through evidence introduced for that purpose. 
 
INADMISSIBLE – That which, under the rules of evidence, cannot be admitted or 
received as evidence. 
 
INCARCERATE – To confine in jail. 
 
INCOMPETENT – A person who, under the applicable rules of law and on the facts, is 
incapable of managing his or her own affairs. 
 
INDICTMENT – A written accusation charging a person with a crime. 
 
INDIGENT – Needy or impoverished.  A defendant who can demonstrate his or her 
indigence to the court may be assigned a court-appointed attorney at public expense. 
 
INFORMATION – Accusatory document, filed by the prosecutor, detailing the charges 
by the defendant.  An alternative indictment, it serves to bring a defendant to trial. 
 
INFRACTION – A violation of law not punishable by imprisonment.  Minor traffic 
offenses generally are considered infractions. 
 
ISSUE – 1.  The disputed point in a disagreement between parties in a lawsuit.  2.  To 
send out officially, as in issue and order. 
 

J 
 
JEOPARDY – Possible subjection to a criminal charge. 
 
JUDGMENT – The final disposition of a lawsuit.  Default judgment is a judgment 
rendered because of the defendant’s failure to answer or appeal.  Summary judgment is 
a judgment given on the basis of pleadings, affidavits, and exhibits presented for the 
record without any need for a trial.  It is used when there is no dispute as to the facts of 
the case and one party is entitled to a judgment as a matter of law.  Consent judgment 
occurs when the provisions and terms of the judgment are agreed upon by the parties 
and submitted to the court for its sanction and approval. 
 



J 
 
JURISDICTION – 1.  The legal authority of a court to hear and decide a case.  
Concurrent jurisdiction exists when two courts have simultaneous responsibility for the 
same case.  2.  The geographic area over which the court has authority to decide 
cases. 
 
JURISPRUDENCE – The study of law and the structure of the legal system. 
 
JURY – Persons selected according to law and sworn to inquire into and declare a 
verdict on matters of fact.  A petit jury is an ordinary or trial jury, composed of six to 
twelve persons, which hears either civil or criminal cases. 
 

L 
 
LENIENCY – Recommendation for a sentence less than the maximum allowed. 
 
LIABLE – Legally responsible. 
 
LIMITATION – A rule of law which cancels a right to sue another person or to bring a 
criminal proceeding against a person, after the stated period of time. 
 
LIMITED JURISDICTION – Refers to courts that are limited in the types of cases they 
may hear.  Municipal courts are of limited jurisdiction. 
 

M 
 

MAGISTRATE – In Kansas, a district magistrate judge is a judge of limited jurisdiction in 
the district courts. 
 
MALICIOUS PROSECUTION – An action instituted with the intention of injuring the 
defendant and without probable cause and which terminates in favor of the person 
prosecuted. 
 
MANDAMUS – A writ issued by a court ordering a public official to perform an act. 



M 
 
MEDIATION – A form of alternative dispute resolution in which the parties bring their 
dispute to a neutral third party who helps them agree on a settlement. 
 
MINISTERIAL – Description of official duties or acts of an official or administrator who is 
bound to follow instructions; opposed to judicial or discretionary. 
 
MIRANDA WARNING – Requirement that police inform a suspect in their custody of his 
or her constitutional rights before they question him or her.  So named as a result of 
Miranda v. Arizona ruling by the U.S. Supreme Court. 
 
MISDEMEANOR – A criminal offense considered less serious than a felony.  
Misdemeanors generally are punishable by a fine or a limited local jail term, but not by 
imprisonment in a state penitentiary. 
 
MITIGATING CIRCUMSTANCES – Those which do not constitute a justification or 
excuse for an offense but which may be considered as reason for reducing the degree 
of blame. 
 
MOOT – A “moot case” or a “moot point” is one not subject to a judicial determination 
because it involves an abstract question or a pretended controversy that has not 
actually arisen or has already passed.  Mootness generally refers to a court’s refusal to 
consider a case because the issue has been resolved prior to the court’s decision, 
leaving nothing that would be affected by the court’s decision. 
 
MOTION – Oral written request made by a party to an action before, during, or after a 
trial, upon which a court issues a ruling or order. 
 
MOTION TO PRODUCE – A request by a party to an action the court orders the other 
party to produce for the inspection or use in evidence of the first party, some document, 
object or thing. 
 
MUNICIPAL CORPORATION – A governmental body which performs municipal 
functions, such as a city, town, or village. 
 
MUNICIPAL COURT – A court whose authority is confined to the city in which it sets.  It 
has a criminal jurisdiction to enforce municipal ordinances. 
 



N 
 
NEGLIGENCE – Failure to exercise the degree of care a reasonable person would 
exercise under the same circumstances. 
 
NOLO CONTENDERE – A plea of no contest.  In many jurisdictions, it is an expression 
that the matter will not be contested, but without an admission of guilt.  In other 
jurisdictions, it is an admission of the charges and is equivalent to a guilty plea. 
 
NOTARY PUBLIC – One appointed under applicable state law, authorized to administer 
an oath to other persons on affidavits and other documents. 
 
NOTICE – Formal notification to the party that has been sued in a civil case of the fact 
the lawsuit has been filed.  Also, any form of notification of a legal proceeding. 
 
NUNC PRO TUNC – A legal phrase applied to acts which are allowed after the time 
when they should be done with a retroactive effect. 
 

O 
 

OATH – Written or oral pledge by a person to keep a promise or speak the truth. 
 
OBJECTION – The process by which one party takes exception to some statement or 
procedure.  An objection is either sustained (allowed) or overruled by the judge. 
 
ON A PERSON’S OWN RECOGNIZANCE – Release of a person from custody without 
the payment of any bail or posting of bond, upon the promise to return to court. 
 
OPENING STATEMENT – The initial statement made by attorneys for each side, 
outlining the facts each intends to establish during the trial. 
 
OPINION – A judge’s written explanation of a decision of the court or of a majority of 
judges (in the case of an appellate court).  In the appellate courts a dissenting opinion 
disagrees with the majority opinion because of the reasoning and/or the principals of the 
law on which the decision is based.  A concurring opinion agrees with the decision of 
the court but offers further comment.  A per curiam opinion is an unsigned opinion “of 
the court.” 
 
 



O 
 
ORAL ARGUMENT – An opportunity for lawyers to summarize their positions before the 
court and also answer the judge’s questions. 
 
OVERRULE – A judge’s decision not to allow an objection.  Also, a decision by a higher 
court finding that a lower court decision was in error. 
 

P 
 
PAROLE – The supervised conditional release of a prisoner before the expiration of his 
or her sentence.  If the parolee observes the conditions, he or she need not serve the 
rest of the sentence. 
 
PARTY – A person, business, or government agency actively involved in the 
prosecution or defense of a legal proceeding. 
 
PERJURY – The criminal offense of making a false statement under oath. 
 
PERFECT or PERFECTED – Complete; finished; executed; enforceable; without defect. 
 
PERSONAL RECOGNIZANCE – In criminal proceedings, the pretrial release of a 
defendant without bond upon his or her promise to return to court.  See also “own 
recognizance.” 
 
PLEA – In a criminal proceeding, it is the defendant’s declaration in open court that he 
or she is guilty or not guilty.  The defendant’s answer to the charges made in the 
indictment or information. 
 
PLEA BARGAINING OR PLEA NEGOTIATING – The process through which an 
accused person and a prosecutor negotiate a mutually satisfactory disposition of a 
case.  Usually it is a legal transaction in which a defendant pleads guilty in exchange for 
some form of leniency.  It often involves a guilty plea to lesser charges or a guilty plea to 
some of the charges if other charges are dropped.  Such bargains are not binding on 
the court. 
 
PLEADINGS – The written statements of fact and law filed by the parties to a lawsuit. 
 
PRAECIPE – A written request to the court clerk. 



P 
 
PRE-SENTENCE REPORT – A report to the sentencing judge containing background 
information about the crime and the defendant to assist the judge in making the 
sentencing decision. 
 
PRE-TRIAL CONFERENCE – A meeting between the judge and lawyers involved in a 
lawsuit to narrow the issues in the suit, agree on what will be presented at the trial, and 
make a final effort to settle the case without a trial. 
 
PRECEDENT – A previously decided case that guides the decision of future cases. 
 
PRELIMINARY HEARING – Another term for an arraignment. 
 
PRIMA FACIE CASE – A case that is sufficient and has the minimum amount of 
evidence necessary to allow it to continue in the judicial process. 
 
PRO BONO PUBLICO – For the public good.  Lawyers representing clients without a 
fee are said to be working “pro bono.” 
 
PRO SE – A Latin term meaning “on one’s own behalf;” in courts, it refers to persons 
who present their own cases without lawyers. 
 
PROBABLE CAUSE – A reasonable belief a crime has or is being committed; the basis 
for all lawful searches, seizures, and arrests. 
 
PROBATION – An alternative to imprisonment allowing a person found guilty of an 
offense to stay in the community, usually under conditions and under supervision of a 
probation officer.  A violation of probation can lead to the revocation of probation and 
imprisonment. 
 
PROCEEDING – The form and manner of conducting judicial business before a court. 
 
PROCESS – In general, any kind of document issued by a court, which gives notice or 
seizes property, or otherwise informs of pending court actions, such as a summons or 
execution. 
 
PROSECUTOR – A lawyer representing the city in a traffic or criminal case.  The 
prosecutor has the responsibility of deciding who and when to prosecute. 
 



P 
 
PUBLIC DEFENDER – Government lawyer who provides free legal defense services to 
a poor person accused of a crime. 
 
PUBLIC HEARING – Any court proceeding or hearing open to the public. 
 
PUBLICATION – An advertisement or notice of some kind in a case. 
 

Q 
 
QUASH – To vacate or void a summons, subpoena, etc. 
 
QUASI – Judicial function – a judicial act performed by one not a judge, i.e., 
administrative agency. 
 

R 
 
REDIRECT EXAMINATION – Opportunity to present rebuttal evidence after one’s 
evidence has been subjected to cross-examination. 
 
REASONABLE DOUBT – An accused person is entitled to acquittal if, in the minds of 
the jury, his or her guilt has not been proved “beyond a reasonable doubt;” a state of 
mind of the jurors in which they cannot say they feel an abiding conviction as to the truth 
of the charge.   
 
REBUT – Evidence disproving other evidence previously given or reestablishing the 
credibility of challenged evidence. 
 
RECOGNIZANCE – A bond for release of the defendant in a criminal action. 
 
RECORD – All the documents and evidence plus transcripts of oral proceedings in a 
case.   
 
RECUSE – The process by which a judge is disqualified from hearing a case, on his or 
her own motion or upon objection of either party. 
 
REHEARING – Another hearing of a civil or criminal case by the same court in which 
the case was originally heard. 



R 
 
REMAND – To send a dispute back to the court where it was originally heard.  Usually it 
is an appellate court that remands a case for proceedings in the trial court consistent 
with the appellate court’s ruling. 
 
REMEDY – Legal or judicial means by which a right or privilege is enforced or the 
violation of a right or privilege is prevented, redressed, or compensated. 
 
RES JUDICATA – Case that has been decided before.   
 
REST – A party is said to rest its case when it has presented all the evidence it intends 
to offer. 
 
RESTITUTION – Act of giving the equivalent for any loss, damage, or injury. 
 
RESTRAINING ORDER – A court’s order, in general, directed to a person and requiring 
things be stopped as they are, or something be done or not done, to keep things in a 
certain state of affairs, until the court can decide the matter. 
 
RETAINER – Act of the client in employing the attorney or counsel, and also denotes 
the fee which the client pays when he or she retains the attorney to act for them. 
 
RETURN – A report to a judge by police on the implementation of an arrest or search 
warrant.  Also, a report to a judge in reply to a subpoena, civil or criminal. 
 
REVERSE – An action by a higher court in setting aside or revoking a lower court 
decision. 
 
REVERSIBLE ERROR – A procedural error during a trial or hearing sufficiently harmful 
to justify reversing the judgment of a lower court. 
 
REVOKE – To cancel or nullify a legal document. 
 
ROBBERY – Felonious taking of another’s property, from his or her person or 
immediate presence and against his or her will, by means of force or fear.  It differs from 
larceny. 
 
RULES – Administrative directions by a court which are not in a particular case, but 
apply to the general matters of procedure before the court. 



R 
 
RULES OF EVIDENCE – Standards governing whether evidence in a civil or criminal 
case is admissible. 
 

S 
 
SEARCH WARRANT – A written order issued by a judge directing law enforcement 
officers to search a specific area for a particular piece of evidence.  Municipal judges 
cannot issue search warrants. 
 
SELF-DEFENSE – Claim that an act otherwise criminal was legally justifiable because it 
was necessary to protect a person or property from the threat or action of another. 
 
SENTENCE – The punishment ordered by a court for a defendant convicted of a crime.  
A concurrent sentence means two or more sentences would run at the same time.  A 
consecutive sentence means two or more sentences run one after the other. 
 
SENTENCE REPORT – A document containing background information on a convicted 
person.  It is prepared to guide the judge in the imposition of a sentence.  Sometimes 
called a pre-sentence report. 
 
SEQUESTER – To separate.  Sometimes juries are separated from outside influences 
during their deliberations.  For example, this may occur during a highly publicized trial. 
 
SEQUESTRATION OF WITNESSES – Keeping all witnesses (except plaintiff and 
defendant) out of the courtroom except for their time on the witness stand (to testify), 
and cautioning them not to discuss their testimony with other witnesses.  Also called 
“separation of witnesses.”  This prevents a witness from being influenced by the 
testimony of a prior witness. 
 
SETTLEMENT – An agreement between parties disposing of a lawsuit. 
 
SEVERANCE – A court order directing two counts of a petition in a civil action or two 
charges against the same person, or charges against different persons in a criminal 
action, be tried separately. 
 
 
 



S 
 
SHOW CAUSE – An order of a court to a person to appear before the court at a stated 
time, to inform the court of that person’s side of the case, so the court may decide 
whether to do something; usually used in injunction, mandamus, etc. 
 
SIDEBAR – A conference between the judge and lawyers, usually in the courtroom, out 
of earshot of the jury and spectators. 
 
STATUTE OF LIMITATIONS – The time within which a plaintiff must begin a lawsuit (in 
civil cases) or a prosecutor must bring charges (in criminal cases).  There are different 
statutes of limitations at both the federal and state levels for different kinds of lawsuits or 
crimes. 
 
STATUTORY LAW – Law enacted by the legislative branch of government, as 
distinguished from case law or common law. 
 
STAY – A court order halting a judicial proceeding. 
 
STIPULATION – An agreement by attorneys on both sides of a civil or criminal matter 
about some aspect of the case; e.g., to extend the time to answer, to adjourn the trial 
date, or to admit certain facts at the trial. 
 
STRIKE – Highlighting in the record of the case, evidence improperly offered that will 
not be relied upon. 
 
SUBPOENA – A court order compelling a witness to appear and testify. 
 
SUBPOENA DUCES TECUM – A court order commanding a witness to bring certain 
documents or records to court. 
 
SUE SPONTE – A Latin phrase which means on one’s own behalf.  Voluntary, without 
prompting or suggestion.  (Court’s own motion.) 
 
SUMMARY JUDGMENT – A decision made on the basis of statements and evidence 
presented for the record without a trial.  It is used when there is no dispute presented for 
the record without a trial.  It is used when there is no dispute as to the facts of the case, 
and one party is entitled to judgment as a matter of the law. 
 
 



S 
 
SUMMONS – A notice to a defendant that he or she has been sued or charged with a 
crime and is required to appear in court.  A jury summons requires the person receiving 
it to report for possible jury duty. 

 
SUPPRESS – To forbid the use of evidence at a trial because it is improper or was 
improperly obtained.  See also exclusionary rule. 
 
SUPREME COURT (KANSAS) – The highest court in Kansas.  Hears cases on appeal 
from the Court of Appeals and district courts.  The Kansas Supreme Court has 
administrative authority over all the courts in the state. 
 
SUSPENDED SENTENCE – In a criminal action, the order of a court that the 
punishment of the defendant will be suspended on conditions stated, and if the 
defendant performs those conditions over the period of time stated, the sentence itself 
will be erased and the case dismissed. 
 
SUSTAIN – A court ruling upholding an objection or a motion. 
 

T 
 
TESTIMONY – The evidence given by a witness under oath.  It does not include 
evidence from documents and other physical evidence. 
 
TOC – Transporting Open Container. 
 
TORT – An injury or wrong committed on the person or property of another.  A tort is an 
infringement on the rights of an individual, but not founded on a contract.  The most 
common tort action is a suit for damages sustained in an automobile accident. 
 
TRANSCRIPT – A written, word-for-word record of what was said, either in a 
proceeding such as a trial or during some other conversation, as in a transcript of a 
hearing or oral disposition. 
 

V 
 

VACATE – To set aside.  To vacate a judgment is to set aside the judgment. 
 



V 
 
VENUE – The proper geographical area (county, city, district, or state) in which a court 
with jurisdiction over the subject may hear a case. 
 
VERDICT – A conclusion, as to fact or law, that forms the basis for the court’s 
judgment.  A general verdict is a jury’s finding for or against the plaintiff after 
determining the facts and weighing them according to the judge’s instructions regarding 
the law. 
 
VERIFICATION – A statement as to the truth or correctness or authenticity of a 
document, usually under oath. 
 
VICTIM – The person who is the object of a crime, for example a victim of battery. 
 

W 
 

WAIVER – Intentionally forfeited a right. 
 
WARRANT – Most commonly, a court order authorizing law enforcement officers to 
make an arrest or conduct a search.  An affidavit seeking a warrant must establish 
probable cause by detailing the facts upon which the request is based. 
 
WITH PREJUDICE – Applied to orders of judgment dismissing a case, meaning that the 
plaintiff is forever barred from bringing a lawsuit on the same claim or cause. 
 
WITHOUT PREJUDICE – A claim or cause dismissed without prejudice may be the 
subject of a new lawsuit. 
 

WITNESS – A person who testifies to what he or she has seen, heard, or otherwise 
experienced. 
 
WRIT – A judicial order directing a person to do something.  Used generally to describe 
all sorts of court orders, mostly process of one kind or another. 
 
WRIT OF CERTIORARI – An order issued by the Supreme Court directing the lower 
court to transmit records for a case which it will hear on appeal. 




