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P r o d u c t i v i t y  is  t h e  
s k i l l  o f  a c h i e v i n g  
m o r e  w it h  l e s s .

Efficiency is the expertise of 

doing it better each time.

C l a s s

2. Notebook

1. Technology

3. Miscellaneous
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T E c h n o l o g y  
i n  t h e  

o f f i c e

Do what works 
for your office!

P a p e r  v s .  E l e c t r o n i c
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• It might make more sense to keep things 
electronically if you do!

• Pros/Cons
• Example of how it works

D o  y o u  e-f i l e ?
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• Have you used ChatGPT or another AI 
service?

• Microsoft, Google, and Apple are all rolling 
out their own AI tools built into their 
products

• Pros/Cons

A r t i f i c i a l  i n t e l l i g e n c e ?

C h a t  G P T
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C i v i l  
P r o c e s s  1 0 1

Contact Us Page

TJCTC Resources

Other Civil Process 
Resources
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L e g a l  Q u e s t i o n s

Legal Board

TJCTC Resources

Legal Calls

Phone-a-
Friend

T J C T C  
R e s o u r c e s

https://www.tjctc.org/tjctc-resources.html
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E-B l a s t s  &  T H E  
D o c k e t

https://docket.wp.txstate.edu/

• Civil Process in Texas from 
Blue360

• State Law Library
• Texas Law Help

Others?

O t h e r  C i v i l  P r o c e s s  
r e s o u r c e s
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P o l i c i e s  &  
P r o c e d u r e s

Legal 
Requirements

County Policies & 
Procedures

Office Polices & 
Procedures

• Elected Officer Information - at least the name and 
contact info Gov. Code 2051.201(b)(2)

• (Court Requirement) - Notice of Self-Help Resources 
Gov. Code 51.808

• (County Requirement) - Public Information Request form 
Gov. Code 552.235 (if your county uses the AG form)

• Notice of Foreclosure Sale Property Code 51.002

L e g a l  W e b s i t e  
R e q u i r e m e n t s
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O f f i c e  
P o s t i n g s

• TLETS signage
• Fee Schedule – best 
to have posted on the 
website & in the 
office

Did we miss any?

Do you have an 
HR Department?

C o u n t y  P o l i c i e s  &  
P r o c e d u r e s
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• HR Related
• Software/Case Management
• Civil Process Related

What else?

O f f i c e  P o l i c i e s  &  
P r o c e d u r e s

C J I S  
I n f o r m a t i o n

Contact 
Information

Training Documents
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• Look in your binder!
• Your field representative/auditor can help with 

training
• TJCTC also has a CJIS Module related to court 

reporting that has much of the info that your 
office uses.

C o n t a c t  I n f o r m a t i o n

P h o n e  L i s t

TJCTC/TAC/JPCA 
Numbers

County Numbers

Office Numbers

Vendors/Etc.

Who are we missing??
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• Where do you send people who come 
for help?
⚬ Other county offices?
⚬ Local programs?
⚬ Legal Aid?

• Who do you call when you need help?
⚬ TJCTC
⚬ Colleagues in other counties
⚬ TAC
⚬ Who else?

B u i l d i n g  
a  P h o n e  
L i s t

F i n d  a  f r ie n d

Someone who uses 
a software system 
that you do

Someone from a 
similarly-sized 
office: Small (less 
than 5), Medium 
(6-15), Large (15+)

Someone from your 
region (North, South, 
East, West, Central, 
Panhandle)

Someone with 
more 
experience than 
you
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• Work at your tables
• One person will play the caller, another will 

play the answerer, the rest will listen to give 
feedback and tips

• Complete all 3 prompts at your tables

Don’t say, “I can’t help you!”

P h o n e  S k i l l s  A c t iv it y

R e t e n t i o n  
S c h e d u l e s

Schedule PS

Schedule GR

Office Policies 
Related to Retention
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• You will discuss this in a later class.
• You have the printed schedules that should apply 

to your office in your binder.

R e c o r d  R e t e n t i o n

F e e  
S c h e d u l e

Do you know where to 
find it?
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https://comptroller.texas.gov/transparency/local/sheriffs/

F o r m s

TJCTC Forms

Local Forms

Mandated Forms

33

34

https://comptroller.texas.gov/transparency/local/sheriffs/


8/6/2024

18

t j c t c  f o r m s

https://www.tjctc.org/tjctc-resources/forms.html

• Do you have local forms that you 
think are great?

• Suggestions?

l o c a l  f o r m s
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P r o t e c t i v e  O r d e r  F o r m s

https://www.txcourts.gov/rules-forms/standardized-protective-order-forms/

R e c e i v e r  O r d e r s

• The Supreme Court requires justice 
courts to use the approved order 
form, and other courts can choose 
to do so. 

https://www.txcourts.gov/forms/ 
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S y s t e m  
M a n u a l s / E t c .

Software

Phone System

Office Codes/etc.
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S e l f-
R e p r e s e n t e d  
L i t i g a n t  
R e s o u r c e s
TJCTC

Texas Law Help

State Law Library

• Do you have a standard script of 
what you say to someone seeking 
help in your office?

• Table activity

W h a t  d o  y o u  s a y ?
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T J C T C  S R L  P a g e

T e x a s  L a w  H e l p

43

44



8/6/2024

23

S t a t e  L a w  L ib r a r y

P h y s i c a l  
o f f i c e  s p a c e

Signage

Security

Staff Concerns
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s i g n a g e

• Make sure that signs are clear and professional.
• Typed and printed signs are always better than 

handwritten if you have time.
• What kind of signs do you have in your office?

T M C E C  
P r o j e c t

https://www.tmcec.com/wp-content/uploads/2023/04/SJI-If-Walls-Could-
Talk-Signage-Toolkit-Print-Version.pdf
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C o u r t  s e c u r i t y

OCA
Local Committees
National Resources
Phone-a-Friend

O C A  C o u r t  S e c u r it y

https://www.txcourts.gov/programs-services/court-security/ 
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N a t i o n a l  R e s o u r c e s

• National Center for State Courts -
https://www.ncsc.org/consulting-and-research/areas-of-expertise/courthouse-

planning-and-security/court-security-and-emergency-preparedness   

• Conference of Chief Justices -
https://ccj.ncsc.org/news/judicial-security-update  

• Many resources available on Officer Safety 

S t a f f  c o n c e r n s

• Office should be a place conducive to work
• Think about how your workspaces are set up
• How is your office set up?
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M i s c e l l a n o u s

What did we miss?

t h a n k  y o u  f o r  
l i s t e n i n g !

Williamson County Precinct 3

123-456-789

nmoneyhon@wilco.org 

Nancy Moneyhon
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