New Municipal Court Clerk
Initial Onboarding Checklist
Use this checklist during your first days in the office to ensure you are properly set up, connected, and organized.

Initial Setup (First Priority)
☐ Sworn in by your judge
☐ Oath of Office filed with your city
☐ Personal copy of Oath of Office saved:
· Paper copy in secure location or
· Digital copy saved on secure drive or court system
☐ Court-issued email set up and active
☐ Using court email for all official communication
☐ Copy of City Board Minutes obtained that confirm your title as Court Clerk

Registration & Notifications
☐ Register with the Mississippi Judicial College
☐ Email sent using your court email with:
· Name
· Court name
· Contact information
☐ Board Minutes sent to Mississippi Judicial College
☐ Notified Court Clerks Association President of your position
☐ Confirmed you are added to clerk communications



Clerk Binder Setup
☐ 3"–4" binder 
☐ 12-tab dividers added
☐ Municipal Court Clerk & Judge’s Manual:
· Downloaded from MJC site
· Printed
· Hole-punched
· Added to binder
☐ State Auditor’s Guide:
· Downloaded 
· Printed
· Hole-punched
· Added to binder

Notes
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Purpose
This checklist ensures:
· You are properly established in your role
· You are connected to required training and communication channels
· You have a structured system in place to begin learning your court
