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The clerk of the court of claims shall do all of the following:

(A) Administer oaths and take and certify affidavits, depositions, and acknowledgments of powers

of attorney and other instrumentsin writing;

(B) Prepare the dockets, enter and record the orders, judgments, decisions, awards, and proceedings

of the court of claims, and issue writs and process;

(C) Maintain an office in Franklin county in rooms provided by the supreme court for that purpose;

(D) Keep an appearance docket of civil actions and claimsfor an award of reparations. The clerk
may refuse to accept for filing any pleading or paper that relatesto acivil action in the court of
claims and that is submitted for filing by a person who has been found to be a vexatious litigator
under section 2323.52 of the Revised Code and who has failed to obtain leave to proceed under that
section.

Upon the commencement of an action or claim, the clerk shall assign it a number. This number shall
be placed on the first page, and every continuation page, of the appearance docket that concerns the
particular action or claim. In addition, this number and the names of the parties shall be placed on
the casefileand every paper filed in the action or clam.

At the time the action is commenced the clerk shall enter in the appearance docket the names of the
partiesin full and the names of counsel and shall index the action alphabetically by the last name of
each party. Thereafter, the clerk shall chronologically note in the appearance docket all process
issued and returns, pleas, motions, papersfiled in the action, orders, verdicts, and judgments. The
notations shall be brief but shall show the date of filing, substance, and journal volume and page of
each order, verdict, and judgment. An action is commenced for purposes of thisdivision by the

filing of acomplaint, including aform complaint under section 2743.10 of the Revised Code or a
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petition for removal.

At the time an appeal for an award of reparationsis commenced, the clerk shall enter the full names
of the claimant, the victim, and the attorneys in the appearance docket and shall index the claim
alphabetically by the last name of the claimant and the victim. Thereafter, the clerk shall
chronologically note in the appearance docket all process issued and returns, motions, papersfiled
in the claim, orders, decisions, and awards. The notations shall be brief but shall show the date of
filing, substance, and journal volume and page of each order.

(E) Keep all original papersfiled in an action or claim in a separate file folder and ajournal in which
all orders, verdicts, and judgments of the court shall be recorded;

(F) Charge and collect fees pursuant to section 2303.20 of the Revised Code, keep a cashbook in
which the clerk shall enter the amounts received, make a report to the clerk of the supreme court
each quarter of the fees received during the preceding quarter, and pay them monthly into the state
treasury;

(G) Appoint reporters and other clerical personnel;

(H) Under the direction of the chief justice, establish procedures for hearing and determining
appeals for an award of reparations pursuant to sections 2743.51 to 2743.72 of the Revised Code.
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