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1: Plaintiff Filing a Claim - Small Claims - Superior Court of California
After the first appearance fee, there are other court fees for filing documents, but they are smaller amounts. The fees are
uniform in all 58 California counties (except for Riverside, San Bernardino and San Francisco counties, where fees may
include a small surcharge related to local court construction needs).

Where to file when you sue state agencies Car Accidents: You can file your claim in the county or judicial
district where you had the accident or where the defendant lives. You have to file the claim in the county or
judicial district where: You made the contract, Where the contract was supposed to be performed by the
defendant, or Where you are supposed to get paid. Consumer purchases when the seller sues: Where the buyer
signed the contract, Where the buyer lived when the contract was signed, Where the buyer lived when you
filed the action, or Where the things bought on credit are installed or kept. Consumer purchases when the
buyer sues: The buyer can file an action against the business that sold the items, services, or credit in the
county or judicial district: Where the buyer signed the contract, Where the buyer lived when the contract was
signed, or Where the buyer lived when you filed the action. This means when the seller calls the buyer or the
buyer answers a phone call or email. Where to file when you sue state agencies? You can file a claim against
any state agency in any county where the California Attorney General has an office: Sacramento, San
Francisco, or Los Angeles. Also, if a state agency sues you, you can have the case moved to the office of the
Attorney General that is closest to where you live. Court addresses and hours: Click on the DTS Courthouse
link to look up hours, location and contact information. When you file at the DTS, you can ask to have your
hearing on Tuesday night. Night hearings will be held on the 2nd and 4th Tuesday of each month at the Santa
Clara Courthouse. Ask the clerk for more information when you file your case. How do I get there from here?
Click on the DTS Courthouse link to look up the location and a map for driving directions. Other ways to get
there: Most of the courts have limited parking. If you can, use other forms of transportation. You can also get
route information from the VTA website. More than 25 public transportation agencies like bus, BART, ferry,
train, light rail and Para transit services Traffic conditions on the highways, bridges and major roads Highway
construction information Parking and biking Directions to the San Francisco International Airport. The service
is free but you have to pay for the local call. Or go to www. The Metropolitan Transportation Commission
sponsors both services. Where do I get court forms? You can get the forms to file your case if you: If you ask
for forms by mail, send a self-addressed stamped 10" x 13" envelope with the right stamps. Blank forms will
be mailed to you. You have to pay the filing fee when you file your papers. To find out more about fees, see
the Local Court Fees page. You can ask the court for a waiver by filling out and filing a form called
Application for Waiver of Court Fees and Costs. Information you need to file a claim: All forms have to be
readable: Type forms or write them in ink. There are helpful video instructions for this form. If you print the
forms from the internet, you will need to have the original and a copy for each party named in the case, and an
extra copy for yourself. If the clerk makes copies for you, there is an additional charge. If you use a fictitious
business name: When you type the names of the plaintiff and the defendant: Type or print their last name first.
Follow the formats below:
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2: Multi-District Litigation :: U.S. District Court - Southern District of Illinois ::
The original filing fee and service fees will not be credited to the new filing and cannot be refunded. If the Plaintiff does
refile the case and again fails to appear at trial, the Small Claims Rules say the Court may dismiss with case with
prejudice.

I served the tenant. How do I get a court date? A copy must be mailed to each answering tenant before filing.
The court date must be set within 20 days and notice will be mailed to all parties by the Court. Yes, the tenant
may file a motion for stay of execution. Why did I receive a notice in the mail? For more information seek
legal advice. How long do I have to file an answer to Unlawful Detainer? You have five 5 calendar days,
excluding Judicial Holidays, from the date you were served to file an answer to an Unlawful Detainer action.
If you do not file an answer within that time, the landlord may file for a default judgment. What forms do I
need to respond to the Summons and Complaint? It can be served by mail or in person, but may not be served
by a person who is a plaintiff or defendant in the case. The answer does not need to be received by the
landlord prior to Defendant filing the answer with the Court. I cannot be present for my court date. Can I send
someone else in my place? Only you or your attorney may represent you in court. How can I change the court
date? Unlawful Detainer cases must be set no later then 20 days after the first request. You cannot request a
change of court date over the phone. Please seek legal advice as to how to change your hearing. Serving the
Notice Someone other than the landlord, who is over the age of 18, must serve the notice. There are three ways
to serve the notice: Personal Service - the notice is given to the person s to be evicted in person. Substitute
Service - If the tenant is not at their normal home or work, you can leave a copy with a person over the age of
You must then also mail a copy to their home. If at the end of the notice period the tenant has not done what
was asked vacate the property or paid the rent the landlord may file an unlawful detainer.
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3: Court Website Links | United States Courts
The decision on whether to waive or require reimbursement of the Filing Fee, Mediation Fee, Service costs, and/or Jury
fee is reserved and shall be made by further order of the court. 4.

How do I serve deliver a small claims case on the defendant s? Unless you are hiring a proper officer for
example a state marshal to serve deliver the Small Claims Writ and Notice of Suit Writ form JD-CV for you,
you must deliver a copy of the completed original Writ to each defendant with the Instructions to Defendant
form JD-CV before filing those documents with the court. See a description of acceptable delivery methods in
the second part of this answer. You must deliver to each defendant a copy of all the documents you want to
file with the court. In other words, all attachments to the original Writ must be delivered. After all of those
documents have been delivered, complete a Statement of Service Delivery Small Claims Statement of Service
form JD-CV , which explains to the court how you had the Writ delivered to each defendant that you served.
Then, file the original Writ and Statement of Service for each defendant, along with copies of any exhibits or
attachments, and the correct entry filing fee. Keep a copy of all documents for your records, along with the
originals of any exhibits or attachments. The plaintiff, or his or her representative, must serve deliver the
Small Claims Writ and Notice of Suit separately on each defendant using 1 of the 4 methods listed below,
except that for each defendant who is an out-of-state entity a business organized under the laws of a state other
than Connecticut , the plaintiff must pay a proper officer for example, a state marshal to serve the defendant as
described in number 4. There are special requirements for service on delivery to out-of-state insurance
companies. The requirements are in Chapter , Title 38a of the Connecticut General Statutes and you may find
information on the Connecticut Insurance Department website. By priority mail with delivery confirmation:
Then, file the original Writ, Statement of Service and delivery confirmation for each defendant, along with
copies of any exhibits or attachments, and the correct entry filing fee. By certified mail, return receipt
requested: Then, file the original Writ, Statement of Service and signed return receipt s green card for each
defendant with the court, along with copies of any exhibits or attachments, and the correct entry filing fee. By
a nationally recognized courier service providing delivery confirmation: Then, file the original Writ, Statement
of Service and the delivery confirmation for each defendant with the court, along with copies of any exhibits
or attachments, and the correct entry filing fee. By a proper officer, for example, a marshal: When the clerk
receives the Small Claims Writ and Notice of Suit form JD-CV the clerk will set an answer date date by which
the defendant s must reply to the complaint and will send a notice to all plaintiffs or their representatives of the
docket case number and answer date. The clerk will also send an answer form that includes the docket number
and answer date to each defendant at the address provided by the plaintiff. What happens after the answer date
has passed? Neither party needs to do anything at this point. The file will be reviewed by a magistrate who
will decide if a decision can be made without a trial or if the case needs to be scheduled for a trial. When is a
military affidavit about the defendant required to get a judgment? If the defendant in your case is a person, you
must say, under oath, whether the defendant is or is not in the military or naval service and how you know
that. You will not be able to get a decision against a defendant who has not filed an answer unless you file an
affidavit a paper signed under oath with the court that states facts showing that the defendant is not in the
military or naval service. You can find out if defendant is in the military or naval service from the U. This
website is hosted by the U. Where can I get more information? From time to time information in this booklet
may change, such as fees, court locations and phone numbers. Ask the court clerk for information. The clerk
can give you information. The clerk cannot give you legal advice. Talk to an attorney. Their toll free number
is Legal Clinics may also provide an opportunity to discuss your case with an attorney. Additional
information on finding legal help is available on the Find Legal Help page. What do I do if I am sued in a
small claims case and want to defend myself? File an answer on or before the answer date. The answer date
will appear on the Answer form sent to you by the court. Fill out the Answer form and return it by mail, fax or
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hand delivery to the clerk. Send a copy to each attorney or other representative of the plaintiff, or if the
plaintiff is representing himself or herself, to the plaintiff and fill out the certification that you have done so. If
you disagree with the claim or the amount of money, check the box that says you disagree and explain briefly
in writing why you believe you do not owe the money. Attach copies of any documents that support your
claim. For example, you can attach receipts, letters, contracts or leases. Be sure that the documents you are
filing do not contain personal identifying information, such as a social security number, credit card account
number, bank account number or date of birth. You should to omit, remove redact , or black-out personal
identifying information before filing any document unless the information is required by law or court order.
The motion must be filed according to the Connecticut Practice Book in order to be granted. See section of the
Connecticut Practice Book. If you wish to file your answer or other documents electronically, you must
sign-up for Judicial Branch E-Services. When should I file a counterclaim? If you want to file a counterclaim,
you must do so on or before the answer date or, if a judgment was entered against you, when a motion to open
judgment is granted. If you think the plaintiff owes you money, you may say so in the counterclaim. If you
hand-deliver the counterclaim to the court, and you plan to pay with a personal check, bring a valid state
issued photo I. If you wish to file your counterclaim or other documents electronically, you must sign-up for
Judicial Branch E-Services. Click here for more information on E-Services.
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4: Filing Papers in Court - getting_started_selfhelp
FILING A SMALL CLAIMS CASE CIRCUIT COURT in the 2nd JUDICIAL DISTRICT ALBANY COUNTY, WYOMING
GRAND AVENUE, ROOM LARAMIE, WYOMING The forms for filing a Small Claims action are two pages.

Writ of Execution or Abstract of Judgment Acceptance of Credit Cards for Civil Fees Payments for filing fees
and certified copies will be accepted via credit card transaction. There will be no extra processing fee for using
a credit card for payment. Payments for the following fees will not be accepted via credit card: All fields of
this form must be completed, with an originial signature and the form must be submitted with your filing. For
attorneys who use runner services to file your documents, you may also use the Credit Card Authorization
Form and have the runner present the completed form at the time of filing at the front counter windows. Civil
Harassment Restraining Order Window 8: Room Lobby, 8: All documents placed in the drop box must be
time-stamped. If properly submitted before 5: Any document submitted after 5: The depository is available for
anyone seeking to file General Civil and Presiding Judge Law and Motion, as applicable, documents with the
Court, but shall not be used to file documents that should be filed in a specific department or at the Hall of
Justice Building, 6th Street, 2nd Floor. Presiding Judge 9th Street, 6th Floor 8: Public Service Lobby Room 8:
The depository is available for anyone seeking to file Law and Motion documents Depts. Trial Departments
Various Locations 8: Filings may be made in person, sent by regular or priority mail, or placed in the
designated drop box. When papers are filed with the Court, please observe the following guidelines: Pleadings
will not be filed unless they comply with California Rules of Court, rule 2. All papers presented for filing must
be pre-punched in the standard two-hole position. An original and one 1 copy must be submitted, and only two
2 copies of each document will be conformed. A copy of the judgment is required for issuance of Writ of
Execution or Abstract of Judgment. Complaints may be submitted on pleading paper and must be in
conformance with California Rules of Court, rule 2. Petitions must be submitted on pleading paper. New
complaints and petitions must be submitted with a Judicial Council Civil Case Cover Sheet form and
appropriate filing fees or fee waiver. In addition, an appeal of the Labor Commissioner must include a copy of
the order, decision, or award, a copy of the complaint and any answer filed with the Labor Commissioner, and
a declaration of proof of service of the notice of appeal being sent to the Labor Commissioner pursuant to
Local Rule 2. If the statute of limitations is approaching, it is recommended that the complaint or petition be
filed in person or sent priority mail to ensure it is filed in a timely manner. Pursuant to California Rules of
Court, rule 3. Pursuant to Local Rule, 2. Additional information that is helpful after initiating a case: Petition
for Change of Name: Confidential Safe at Home: To petition the court for change of name under the Address
Confidentiality Program i. Filing Court Papers on a Case Assigned to a Judge for all Purposes When a case
has been assigned to a judge for all purposes, all papers should be filed directly in the department according to
the order of the court between the hours of 8: Answers can be submitted on pleading paper and must be in
conformance with California Rules of Court, rule 2. Defendants and respondents in Unlimited or Limited Civil
cases have 30 days from the date of service of the summons and complaint to file an answer or response, along
with appropriate filing fee or fee waiver , and proof of service pursuant to California Rules of Court, rule 3.
The chart also provides information on when to file and when to notice as well as statutory references. For
additional filing instructions, please refer to the Gordon D. Motions are submitted on pleading paper and must
be in conformance with California Rules of Court, rule 2. Hearing dates for motions for summary judgment,
summary adjudication, judgment on the pleadings, special motions to strike pursuant to Code of Civil
Procedure, section Oppositions, Replies, Post Trial Motions, etc. Oppositions, replies, post trial motions,
proofs of service subsequent to the filing of a motion, and ex parte applications must be filed directly in the
appropriate department. Department hours are 8: Schaber Filing Window at 9th Street, Room Writs and
abstracts must be submitted on the Judicial Council - external link form, with a file-endorsed copy of the
judgment s and cost bill, and must include the appropriate fee or fee waiver.
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5: Small Claims Frequently Asked Questions - CT Judicial Branch
Court Administration and Special Rules of Court: The Law and Motion Department is in the clerk's office on the first floor
of the Downtown Superior Court (DTS) in San Jose. The clerks in the department can answer your questions about how
to file your papers properly.

The clerks in the department can answer your questions about how to file your papers properly. Their job is to
make sure motions get on the calendar and that you meet the minimum requirements. Motions can be formal,
where you have to serve the other person and it gets put on the calendar. Or they can be informal, like an
informal meeting with the judge. This is called an ex parte motion. There are three parts to a formal motion:
This book can help you fill out the right forms to file or respond to a motion. A response to a motion has 2
parts: Declaration of Facts, and Memorandum of Points and Authorities. You have to attach a proof of service
form to the motion and the response to a motion. This shows that the paper was mailed or delivered to the
other person on time. There are special things to remember about formal motions and responses: Every part
has to be written in the right way. It has to follow the Court rules about how to file papers with the Court. A
private secretary service can help you write your motions. Any declaration you make about the facts of the
case, you make under penalty of perjury. The person who signs the form has to say in the declaration that they
personally know the facts are true, and they can testify to that. This is usually a lot less than what you have to
prove at trial. The form called Memorandum of Points and Authorities has to say every point that one of the
parties wants to make. Statutes Cases in the appeals court Legal writing California Points and Authorities is a
book at the Law Library that can help you get your papers together. But, no book can give you all the help you
need to support your case. The Memorandum of Points and Authorities ends with a conclusion. You have to
serve the other person and file all your papers with the Court at least 16 court days before the hearing. If you
serve the Court by mail, add five more days. If you serve someone out of the county, add 10 more days. If you
serve someone out of state, add 20 more days. Rules for service can change. You have to serve the other
person and file your response with the Court at least 10 days before the hearing. If you want to file an answer
to a response, you must serve your answer at least five days before the hearing. An ex parte motion is when
one side gets to meet with the judge without the other side there. This can be to ask for an order until, or
before the hearing. This means you can have your motion hearing before the 15 days are up. You can make
your ex parte applications every morning between 8: This is called informal notice. You have to try to do it
when the other person can be there. Kinds of ex parte motions: Here are some examples of ex parte
applications: Application for a temporary restraining order: This is a court order that stops someone from
doing something. Motion to "quash" a subpoena: This cancels a subpoena. Motion for order shortening time to
serve a motion: This is a court order that gives you more time to serve the other person. Motion for extension
of time to file responsive pleading: This gives you more time to file your response. Even though you have to
ask the judge in writing, Ex-parte motions are different from motions with a formal hearing. Your declaration
of informal notice is usually enough. Where and how can I file an Ex-parte motion? If you have all your
papers, the law and motion clerk will send you to the right courtroom. But, they can if they want to. Or, they
can give their reasons for opposing the motion or suggest something else. You give them to the court on the
day you ask to see the judge. After you have a hearing date, you have to try to agree to a date when both of
you can go before you can set a time to hear the motion with the law and motion clerk. That way he or she will
already know about the motion. If the Judge has questions, answer politely. The Judge will be polite to you.
He or she expects you to be polite. Always act in a business-like way in the courtroom. The Judge knows you
have strong feelings. Law and Motion Hints: Call Law and Motion to find out what days you can set a motion
for hearing and to save your date. When you call the main civil number, list to the recording and pick the
option for Law and Motion. Use a 2-hole file punch to make holes in the TOP of your pleadings. Follow
California Rule of Court, Rule 3. This means you have to put your hearing dates under the caption of every
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pleading. This will make some room in the busy calendar. You can only get a continuance by ex parte order.
Make sure you write the right case number on your papers. Your papers can be put in the wrong file. Call to
let the Court know if you are going to file a joinder or cross-motions. Write the hearing date on your proofs of
service. Follow the California Rules of Court, Rule 3. You have to send a Notice of hearing with your
demurrer. When you want to change a motion or file a cross-motion, attach a copy of it to the motion. After
the judge grants the motion, file the original pleading with the Court. That way they can schedule that time in
the computer. If you decide not to file your pleadings after you set a date, tell the staff. File pleadings on time.
When a Judge makes an order on a motion and sends you to the Law and Motion Department, go immediately.
You have to finish the process with staff. That way the order will be on the record. If you get or change a
hearing date, tell the Calendar staff. They have to know so they can reserve the time on the calendar. Learn
these California Rules of Court: See Pretrial and Trial Rules. Summary judgment motions are not like other
motions because: If the judge grants your summary judgment motion, the case is over. If the judge grants a
summary adjudication, it ends some claims or defenses. Summary judgment motions are usually more
complicated and technical than other motions. So, this page will give you a general idea and tell you where
you can go to get more information. What is a summary judgment motion? If you file a summary judgment
motion, you ask the judge to enter a judgment and end the case without a trial. You ask the judge to make a
decision based on the papers. And, to end the case because the case has no merit or there is no defense. If you
meet all of the legal requirements for this motion, and you prove everything you have to, the judge will grant
your motion. Your case will be over. The person who lost will have to pay the costs. What is a motion for
summary adjudication? This motion is like a summary judgment motion.
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6: Superior Court of the County of Mono - Divisions - Civil - Unlawful Detainer
Defendant has failed to (answer) (attend trial) and default is hereby declared. Plaintiff has requested default judgment
and has submitted a sufficient affidavit or sworn testimony.

If you want to find out exactly what forms you need for your particular topic, go to our home page and click
on the topic you need. You will find forms and instructions there. Filing Papers at the Court First, make sure
you read our section on Basics of Court forms , where you will find a lot of useful information about preparing
your paperwork before you go to court. Once you are ready to file your papers in court, there are some general
rules that apply: The court will keep the original. You can then make more copies of your copies if you need
them. Make sure you use the correct case number on your paperwork. If you are starting a case, you will not
have a case number. But, any time you are filing papers after the first petition or complaint, you should
already have a case number. If you have several cases, make sure you have the right case number for the
papers you are filing. The court clerk can help you figure this out if you are not sure what number to use. If
you are not using Judicial Council forms, make sure that your papers follow the requirements in the California
Rules of Court, starting with rule 2. Some courts also have local rules for filing. Some local rules require
special cover sheets or local forms. Filing court papers by mail In most cases, you can file papers by mail. Call
the court clerk to make sure you can file by mail for your kind of case. Keep in mind that filing by mail will
likely slow down the process. And it is not as safe as filing in person, when you can see exactly what is being
done and can get your documents right then and there. Some cases, like restraining orders and evictions, have
very tight deadlines. If you file by mail, you may miss the deadline. To find out what your court required to
file your papers by mail, call the court clerk and ask: Also ask if there are any other rules you need to know to
file by mail. You also will almost always need a summons. In the individual topics in this website, we tell you
exactly what forms you need for your dispute. When you first file, you will not have a case number. The clerk
will stamp it on your paperwork, and that will be your case number throughout the case. Once you file as a
plaintiff or petitioner, you will always be referred to as the plaintiff or petitioner. This is true even if, later in
the case, the other side takes you to court for a related request of some type. Once you file your complaint or
petition and your summons, you will have to serve the other side with a copy. This means that you will have to
legally deliver the papers to the other side. Read our section on Service of Process for details on how to do
this. The respondent or defendant in your case may or may not file an answer or some other type of response.
In most cases, he or she will have 30 days from the date you deliver your papers to him or her to file a
response. In some cases, like evictions or domestic violence, you will have a lot less time, usually just a few
days. If the respondent or defendant does not file any type of response with the court within those 30 days, the
court does not just make a decision. You can then follow the procedures for requesting a court judgment in
your favor. The individual sections on this Online Self-Help Center will explain this in a lot more detail, but
for now, just remember that you are not done once you file and serve your lawsuit, even if the other side does
not do anything. There are more steps for you to take to get a court order. Writing a letter to the court and
either mailing it or dropping it off is NOT enough. You need to actually file your response with the court
clerk. There are some cases where you can show up at your court hearing without filing papers like in small
claims cases , but in general, you should file your response if you want to make sure the judge will hear your
side of the story. Keep in mind that if you have a court hearing and have not filed any papers in response, you
can still show up at the court hearing and try to explain your side. Here are some tips if you are served court
papers: Get legal help as soon as possible! In many cases you only have 30 days to respond. For many cases
like domestic violence or eviction cases or when you have a hearing scheduled , you only have a few days.
Read the forms you were served with. Try to figure out what they are about. Take your forms with you when
you go to ask for legal help. There are several ways to respond. The most common is to file an answer or a
response. But there are also motions requests you can file, depending on the situation in your case. It is very
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important that you get legal help to find out how you should respond to a lawsuit. That means that you can no
longer respond or participate in the case, and the court will usually order what the plaintiff or petitioner asked
for in the petition or complaint. The individual sections of this Online Self-Help Center will explain how to
respond and what to do in a lot more detail. Court Fees Many court filings require a filing fee. So, if you are
the plaintiff and are filing a complaint, you have to pay this fee. After the first appearance fee, there are other
court fees for filing documents, but they are smaller amounts. The fees are uniform in all 58 California
counties except for Riverside, San Bernardino and San Francisco counties, where fees may include a small
surcharge related to local court construction needs. Also, courts have their fee schedules posted on their
website. If you are low income and cannot afford to pay the filing fee, you may qualify for a fee waiver. Click
for information about fee waivers. Keeping the Court Updated Changing your address or contact information
When you have a case in court, you must always keep the court updated with any changes in your address or
phone number or your name, if you change your name. If the court does not have your most current address,
you will miss important court notices. Also, once a case is going, a party can usually serve the other party by
mail at the address of record with the court. If your address with the court is outdated, you will also miss
important papers filed by the other side in your case. You could lose important rights. So, in order to keep the
court updated, whenever your address changes, you must file an official court form called a Notice of Change
of Address Form MC with the court. To file a change of address: Have a third person NOT you at last 18 years
old mail 1 of the copies to the other side in the case. If the other side has a lawyer, it can be mailed to the
lawyer. If there is more than 1 other party, have your server mail a copy to every party. Make sure your server
indicates to whom the Notice of Change of Address Form MC was sent, to what address, and when. Take the
original and your copy to the court and file it with the clerk. Changing lawyersâ€”Substitution of attorney You
should also keep the court updated if you change lawyers, or if you go from having a lawyer to representing
yourself or vice versa. This form is required whenever someone changes the person who is acting as his or her
lawyer. If a lawyer is representing you, and you now want to represent yourself, you need to complete this
form. The Substitution of Attorney â€” Civil will remove one person as the lawyer in the case and replace that
person with someone else you or your new lawyer if you have one. If you are acting as your own lawyer and
then hire a lawyer, you will also need to fill out this form. Then, sign it and have the lawyer who is no longer
going to represent you or your new lawyer sign it too. Make a copy for each party in the case, including you.
The original is for the court. This is the Proof of Service, telling the court you served all the other parties with
the Substitution of Attorney. Make sure the server writes the names and addresses of all parties involved in the
case.
7: Civil Filing Instructions/Procedures: Sacramento Superior Court
The Plaintiff must file a Notice of Voluntary Dismissal with the Clerk and furnish the Defendant with a copy.
PLEADINGS: Unless required of the Court, written defensive pleadings shall be served on all other parties to the action
before or at the hearing.
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