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ATTENTTONI-

Fill out the (SC-100) Plaintiff's Claim and ORDER to Go to Small ~aims Court:

All pages of the SC-100 (pages 1-6) must be included when filing it with the Court.

You must also attach Local Form (Attachment SC-001) Notice to Small Claims Litigants.

You may attach documentation, but it must be on 8 1/2 x 11 size sheets of paper.

Make a copy of your Claim (SC-100, SC-001 and any other attachments you may want to include)
for EACH Defendant named in the case.

Make 1 additional copy for your records.

Each Defendant must be served with a copy of SC-100 (Pgs. 1-6) and Local Form SC-001:

For service instructions, read Form SC-104B, which has been included in this packet.

For service instructions on a Business or Public Entity, read Form SC-104C, included in this packet.
A Proof of Service must be filed at least 5 court days before the hearing date.

If you would like the Stanislaus County Sheriff's Office to serve your claim, please contact their Civil
Division for more information regarding service fees.

If you would like the Court to serve your Claim via certified mail, the fee is $15.00 per defendant.

File the Claim with the Clerk’s Office:

Physical and mailing address: 300 Starr Avenue, Turlock, CA 95380.

Hours: Please check our website or call our office to verify the Clerk’s Office hours as they change.
(209) 530-3100.

The clerk will file your Claim, assign a case number, and return your copies to you.

If you cannot mail your Claim or bring to the Clerk’s Office in person, you may use the drop boxes
located in the Turlock location or Modesto court locations. You must include a self-addressed
stamped envelope for returning your copies. We do not accept cash in the drop box. You may also
file them electronically. Information regarding E-filing is on our website under Online Services.

Claims filed by Businesses:

If a business if filing multiple claims in one day, there may be a delay in processing. They can be
dropped at the window, drop box or filed electronically, but may or may not be filed and processed
on the same day.

Please include an Authorization to Appear.

Evidence:

Evidence will not be received in the Clerk’s Office. If you have evidence you would like the Court to
consider (pictures...etc), you may bring it with you to your hearing. Please be advised if your
matter is taken under submission, any evidence that you submit to the Court will be
destroyed 60 days after the date the judge makes a decision. Therefore, it is
extremely important to make copies of all of your evidence prior to your court date in
the event you cannot pick up your exhibits/evidence after your hearing.
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Individual or Business Small Claims $0 to $1500 $30.00
Individual or Business Small Claims $1501 to $5000 $50.00
Individual or Business Small Claims $5,001 to $10,000 $75.00
Individual or Business Small Claims: Over 12 Claims Filed | $100.00

*No more than two cases can be filed for more than $2,500 each during a calendar year.*
*Except for personal injury claims arising from an auto accident where defendant is covered by an insurance policy that includes a duty to defend.

CCP 116.221
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INFORMATION FOR THE SMALL CLAIMS PLAINTIFF

This information sheet is written for the person who su:  in the small claims court. It explains some of tl  -ul
some general info al  about, tl | claims court. It mav also be heloful for the person who is sued.

WHAT IS SMALL CLAIMS CUUKI ¢

Small claims court is a special court where disputes are resolved quickly and inexpensively. The rules are simple and informal. The

person who sues is the plaintiff. The person who is sued is the defendant. in small claims court, you may ask a lawyer for advice

before you go to court, but you cannot have a lawyer in court. Your claim cannot be for more than $5,000 if you are a business or public
entity or for more than $10,000 if you are a natural person (including a sole proprietor). (See below for reference to exceptions.”) If you
have a claim for more than this amount, you may sue in the civil division of the trial court or you may sue in the small claims court and
give up your right to the amount over the limit. You cannot, however, file more than two cases in small claims court for more than
$2,500 each during a calendar year.

WHO CAN FILE A CLAIM?

1. You must be at least 18 years old to file a claim. If you are not You must also appear at the small claims hearing yourself
yet 18, tell the clerk. You may ask the court to appoint a unless you filed the claim for a corporation or other entity
guardian ad litem. This is a person who will act for you in the that is not a natural person.
case. The guardian ad I|tem IS Usua“y a parent, a relative, or 4. |f a Corporation ﬁles a Clalm’ an employee‘ an Ofﬁcer’ ora
an adult friend. director must act on its behalf. If the claim is filed on behalf of

2. A person who sues in small claims court must first make a an association or another entity that is not a natural person, a
demand, if possible. This means that you have asked the regularly employed person of the entity must act on its behalf.
defendant to pay, and the defendant has refused. If your claim A person who appears on behalf of a corporation or another
is for possession of property, you must ask the defendant to entity must not be employed or associated solely for the
give you the property. purpose of representing the corporation or other entity in the

3. Unless you fall within two technical exceptions, you must be small claims court. You must file a declaration with the
the original owner of the claim. This means that if the claim is court to appear in any of these instances. (See
assigned, the buyer cannot sue in the small claims court. Authorization to Appear, form SC-109.)

WHERE CAN YOU FILE YOUR CLAIM?

You must sue in the right court and location. This rule is called venue. Check the court's local rules if there is more than one court
location in the county handling small claims cases. if you file your claim in the wrong court, the court will dismiss the claim unless all
defendants personally appear at the hearing and agree that the claim may be heard. The right location may be any of these:

1.

Where the defendant lives or where the business involved is
located;

2. Where the damage or accident happened;
3.
4

Where the contract was signed or carried out;
If the defendant is a corporation, where the contract was
broken; or

5. For a retail installment account or sales contract or a motor

vehicle finance sale:

a. Where the buyer lives;

b. Where the buyer lived when the contract was entered into;
c. Where the buyer sigi  the contract; or

d. Where the goods or vehicle are permanently kept.

SOME RULES ABOUT THE DEFENDANT (including government agencies)

. You must sue using the defendant's exact legal name. If the

defendant is a business or a corporation and you do not know
the exact legal name, check with the state or local licensing
agency, the county clerk's office, or the Office of the Secretary
of State, Corporate Status Unit, at www.sos.ca.gov/business.
Ask the clerk for help if you do not know how to find this
information. If you do not use the defendant's exact tegal
name, the court may be able to correct the name on your claim
at the hearing or after the judgment.

If you want to sue a government agency, you must first file a
claim with the agency before you can file a lawsuit in court.
Strict time limits apply. If you are in a Department of
Corrections or Youth Authority facility, you must prove that the
agency denied your claim. Please attach a copy of the denial
to your claim.

With very limited exceptions, the defendant must be served
within the state of California.

HOW DOES THE DEFENDANT FIND OUT ABOUT THE CLAIM?
You must make sure the defendant finds out about your lawsuit. This has to be done according to the rules or your case may be
dismissed or delayed. The correct way of telling the defendant about the lawsuit is called service of process. This means giving the
defendant a copy of the claim. YOU CANNOT DO THIS YOURSELF. You should read form SC-104B, What is "Proof of Service"?
Here are four ways to serve the defendant:
1. Service by a law officer—You may ask the marshal or sheriff
to he defen it A

3. Certified mail—You may ask the clerk of the court to serve
will be charged. t defendant by certified mail. The clerk will char

2.

Form Adopted for Mandatory Use
Judicial Council of Californta
SC-100-INFO [Rev. January 1, 2020]

Process server—You may ask anyone who is not a party in
your case and who is at least 18 years old to serve the
defendant. The person is called a process server and must
personally give a copy of your claim to the defendant. The
person must also sign a proof of service form showing when
the defendant was served. Registered process servers will
serve papers for a fee. You may also ask a friend or relative to
doit.

- Exceptions: Different limits apply in an action against a defendant who is a guarantor. {(See Code Civ. Proc., § 116.220(c).)

You should check back with the court before t  1earing to
see if the receipt for certified mail was returned to the court.
Service by certified mail must be done by the clerk's
office except in motor vehicle accident cases involving
out-of-state defendants.

Substituted service—This method lets you serve another
person instead of the defendant. You must follow the
procedures carefully. You may also wish to use the marshal or
sheriff or a registered process server.
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INFORMATION FOR THE PLAINTIFF
(Smalt Claims)

Code of Civil Procedure,
§§ 116.110 et seq.,116.220(c), 116 340(g)
www.COUrs.Ca.gov















Plaintiff (le[ names).‘ vadT IUIIUGT .

Have you filed more than 12 other small claims within the last 2 months in California?
(] Yes [ No Ifyes, the filing fee for this case will be higher.

Is your claim for more than $2,500? [] Yes [] No

If you answer yes, you also confirm that you have not filed, and you understand 1t you may not file, more than two
small claims cases for more than $2,500 in California during this calendar year.

@ | understand that by filing a claim in small claims court, | have o right to appeal this
claim.

I declare under pen vy of perjury under the laws of the State of California that the information above and on any
attachments to this form is true and correct.

Date-

Plaintiff types or prinis name nere Plaintiff signs here

Date:

Second plaintiff types or prints name here Second plaintiff signs here

Requests for Accommodations

Assi ve listening systems, computer-assisted real-time captioning, or sign la.  1age interpreter
services are available if you ask at least five davs before the trial. For these and other accommodations,
contact the clerk’s office for form (Civ. Code, § 54.8.)

Rev. November 1, 2021 Plaintiff’'s Claim and ORDER to Go to Small Claims Court SC-100, Page 4 of 6
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What are the benefits of mediation?

Mediation qives the parties more control over the case and the outcome. The parties are able to participate

more acti' y in creating a workat : solution than if they go to court and leave the decision up to a judge. Also,

they can create solutions that go beyond what the court can do but that better address their particular situation
id dispute.

Manaatory Form g20f2

NOTICE TO SMALL CLAIMS LITIGANTS






YoM 113 What Is “Proof of Service”?

VWhat is "service”?

“Service” or “serving” is when someone—not you or
anyone else listed in this case—gives a copy of your
court papers to the person, business, or public entity you
are suing. Service lets the other party know:

» What you are asking for;
« When and where the trial will be; and
» What the party can choose to do.

There are strict rules for serving court papers. This form
explains how to serve these forms:

¢ Form SC-100, Plaintiff’s Claim

« Form SC-120, Defendant’s Claim

 Form SC-500, Plaintiff's Claim (COVID-19 Rental Debt)

How is service done?

This form tells you how to serve by personal service or
substituted service.

Personal service means someone gives the papers
directly to the person being sued or to the agent
authorized to accept service (business or public entity).

Substituted service means someone gives the papers to
an adult where the person lives, works, or receives mail
(including a private post office box, but not a U.S. Postal
Service P.O. Box).

What if the court papers do not get served?

The judge cannot hear your case unless the court papers
were served correctly.

Can the court serve the papers for me?

Yes. You can pay the court to mail your claim to the
person you are suing. But if the person you are suing or
the person’s agent for service doesn’t sign the U.S.
Postal Service mail receipt with his or her complete
name, or if someone else signs the receipt, you will have
to serve again using personal or substituted service.

Who can serve?

You can ask a friend, a process server, or the sheriff.
The server must be at least 18 and not listed in the case.

) nay i t

‘ages under “Process
Serving.” The sheriff (or marshal if your county has
one) can also deliver court forms. Ask the court clerk
how to contact the sheriff. Or look in the county section
of your phone book under “Sheriff.” You must pay the
server, unless you qualify for a fee waiver.

Judicial Council of Californi:
Rev. November 1, 2021

What Is “Proof of Service”?

How is personal service done?
Ask someone who is at least 18 and not listed in this
case to personally “serve” (give) a copy of your court
papers to the person or the agent authorized to accept
court papers for the person, business, or public entity
listed on form SC-104.
Give the server a separate Proof of Service form for each
person, business, or public entity you are suing. And tell
the server to:
» Walk up to the person to be served.
« Say, “These are court papers.”
+ Give the person copies of all papers checked on
form SC-104, Proof of Service. If the person won’t
take the papers, just leave them near the person.
1t doesn’t matter if the person tears them up.

+ Fill out and sign page 2 of form SC-104, Proof of
Service.

How is substituted service done?

If you don’t want to use personal service or can’t find
the person to be served, ask someone who is at least 18
and not listed in this case to serve the court papers.

Give the server a separate Proof of Service form for each
person, business, or public entity you are suing. Tell the
server to give the papers to:

« A competent adult (at least 18) at the home of and
living with the person to be served or

* An adult who seems to be in charge where the person
to be served usually works or

* An adult who seems to be in charge where the person
receives mail (including a private mailbox, but not a
U.S. Postal Service P.O. Box). Note: This is only for
cases where the physical address of the person to be
served is not known.

Then do the following:

» Write down that person’s name and say, “Please give
these court papers to [name of person to be served).”
If the person does not want to give his or her name,
describe the person you served.

¢ Give that person copies of all papers checked on form
T L Proofof. vi If ion won’t ‘he
papers, just leave them neart!  >n.

+ Mail another copy of the papers (by first-class mail)
to the person being sued at the same address where
you left the papers.

+ Fill out and sign page 2 of form SC-104, Proof of
Service.

SC-104B, Page 1 of 2
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