
STEP-BY-STEP COMMON PLEAS COURT EXPUNGEMENT GUIDELINES: 

1. Begin by completing an Expungement Application form which is available:
• In person from the Clerk of Courts office located in the Hamilton County

Courthouse, 1000 Main Street, Room 315, Cincinnati, Ohio 45202. 
• Via mail by calling the Expungement Department at (513) 946-5697.
• Or you may download the form here:

Expungement Application: http://www.courtclerk.org/forms/expungement.pdf 

2. Fee: If you are requesting the expungement of a non-conviction, no fee is required
and you should proceed to step 3. Otherwise, you must pay a $50.00 non-refundable 
fee to the Clerk of Courts located in the Hamilton County Courthouse, 1000 Main 
Street, Room 315, Cincinnati, Ohio 45202. The telephone number is (513) 946-5697. 
However, if you indicate to the clerk that you cannot afford the $50.00 fee, an 
Affidavit of Indigency form will be given to you for completion or you may 
download the form here:  
Affidavit of Indigency: http://www.courtclerk.org/forms/indigency.pdf  

3. If your request for expungement is granted and you have filed an Affidavit of
Indigency, but the judge finds you are NOT indigent, sealing of your record will not 
take place until the $50.00 fee is paid. If your request for expungement is granted 
and the judge finds you are indigent, the record will be sealed without payment of a 
fee.  

4. The Application to Expunge will be set for consideration by the judge before
whom you originally appeared. The expungement request is usually scheduled for 
hearing in about four (4) to six (6) weeks. You will receive a postcard from the 
Hamilton County Assignment Commissioner’s office informing you where and 
when to appear. Pending the hearing, your application is checked by the Probation 
Department for initial eligibility. Be sure to respond promptly to any request for 
information from the Probation Department. The Probation Department reports its 
findings to the judge for consideration at the expungement hearing. If you do not 
respond to the Probation Department, it is likely the department will report that 
you do not qualify for expungement.  

5. If you are unable to appear for your scheduled hearing and you are being
represented by counsel, contact your attorney as soon as possible. If you are filing 
pro se (representing yourself without an attorney), contact the courtroom directly to 
reschedule your hearing. You may access the Common Pleas courtroom numbers 
here: (add hot button to Court of Common Pleas Judges). Or you may contact the 
Assignment Commissioner’s office at (513) 946-5930. 

6. If your request for expungement is granted, you MUST return the SIGNED
Entry to the Expungement Department in the Clerk of Courts’ office in room 315 of 
the Courthouse. IF THE ENTRY IS NOT RETURNED, YOUR CASE CANNOT 
BE EXPUNGED. 



TRACY WINKLER 
CLERK OF COURTS 

CRIMINAL DIVISION 
HAMILTON COUNTY COURTHOUSE 

1000 MAIN STREET, ROOM 315 
CINCINNATI, OHIO 45202 

(513) 946-5697 

SEALING OF RECORD (EXPUNGEMENT) PURSUANT TO O.R.C. 2953.31 THROUGH 2953.61 

1. WHERE TO GO FOR AN APPLICATION / MOTION FOR EXPUNGEMENT:
MISDEMEANOR JUSTICE CENTER ROOM 111 
FELONY COURTHOUSE ROOM 315 
FELONY REDUCED TO A MISDEMEANOR COURTHOUSE ROOM 315 

2. ELIGIBILITY:
NO D.U.I.’s
NO NON-SUPPORT’s
NO LIMIT FOR IGNORED, DISMISSED OR ACQUITTED FINDINGS
ONLY ONE CONVICTION*** (1st Offender)

***NOTE – EACH CRIMINAL CASE (CASE NUMBER BEGINNING WITH A “B”) APPLIED
FOR REQUIRES A SEPARATE MOTION.

3. WAITING PERIOD:
MISDEMEANOR – ONE (1) YEAR AFTER COMPLETION OF SENTENCE.
FELONY – THREE (3) YEARS AFTER COMPLETION OF SENTENCE.
IGNORED CASE – TWO (2) YEARS AFTER GRAND JURY REPORT IGNORING CASE.
DISMISSAL OR ACQUITTAL – NO WAITING PERIOD.

4. FILING FEE:
NO FEE FOR NON-CONVICTIONS.
$50.00 NON-REFUNDABLE FEE FOR CONVICTIONS.

5. DOCUMENTS NEEDED:
AN ORIGINAL MOTION OR APPLICATION FOR EXPUNGEMENT.  (APPLICATIONS ARE
AVAILABLE AT THE ABOVE ADDRESS.)

6. PROCESS:
ALLOW FOUR TO SIX WEEKS FOR PROCESSING PERIOD.  NOTIFICATION OF THE
HEARING WILL BE MAILED TO THE APPLICANT.
***PLEASE DO NOT CALL ABOUT YOUR COURT DATE BEFORE THE SIX (6)
WEEKS WAITING PERIOD***

EXPUNGEMENT ENTRIES: 
THE APPROPRIATE ENTRY WILL BE GIVEN TO YOU WHEN YOU APPLY FOR AN 
EXPUNGEMENT.  TAKE THE ENTRY AND YOUR COMPLETED APPLICATION TO YOUR 
HEARING WITH YOU. 

WHEN MOTION TO EXPUNGE HAS BEEN GRANTED: 
ASK THE JUDGE TO SIGN THE ENTRY THAT WAS GIVEN TO YOU AND RETURN THE 
ORIGINAL TO THE EXPUNGEMENT DEPARTMENT IN ROOM 315 OF THE COURTHOUSE 
TO BE JOURNALIZED AND CERTIFIED. 

IF YOU DO NOT RETURN THE ENTRY TO THE 
EXPUNGEMENT DEPARTMENT, 

YOUR CASE CANNOT BE EXPUNGED 

H/Expungement Instructions 
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