
CIVIL NEEDED 
 

Watch Court Case Basics video  
Watch Appearing in Court video  
Watch Resources video  
See Supreme Court Representing Yourself-Basic Information guide  
How do I file a civil suit? 
• Complete and file the complaint that fits your situation: 

• Civil Complaint – Claim for Auto Negligence 
• Civil Complaint – Claim for Breach of Contract 
• Civil Complaint – Claim for Goods/Merchandise Sold 
• Civil Complaint – Claim for Money Due 
• Civil Complaint – Claim for Property Conversion 
• Civil Complaint – Claim for Services not Performed or Performed Improperly  
• Civil Complaint – Claim for Work Done and Materials Furnished 
• Civil Complaint – Claim for Check Refused by Bank 
• Civil Complaint (general) 

(Submit enough copies for the court to have a copy, yourself to have a copy, and every Defendant to 
receive a copy.) 

 

• Ask the Clerk’s office to issue a Summons for each Defendant   
• For a District Court case, pay the filing fee of $132.00 (Exact cash, money order or cashier’s check 

only). 
• For a Magistrate Court case, pay the filing fee of $77.00 (Exact cash, money order or cashier’s check) 

 

• Once the case has been filed, serve each Defendant (see Service of Process Checklist).  
I can’t afford to pay the filing fee. What do I do? 

• Complete an Application for Free Process and submit along with a proposed Order to the court.  
• If you receive public assistance, attach proof.  

The opposing party did not file a Response and it has been more than 30 days. What do I do? 
• For a District Court Case, you may apply for a default judgment.  Complete and file: 

• Motion for Default Judgment 
• Affidavit of Non-Military Service 
• Certificate as to the State of the Record 
• Request for Hearing 

 

I received the Return of Service. What do I do with it?  
• File the return of service with the Clerk’s office.  

 
FAQs 

What qualifies as a civil suit? 

• Any suit that claims damages or other legal remedies. 
What types of civil cases can I file in Magistrate Court? 

• Tort, Contract, and landlord-tenant claims between $0 – $10,000.   
What types of civil cases can I file in District Court? 
• Tort and contract claims over $10,000, probate, driver’s license restoration, expungement, name changes, 

foreclosures, wrongful death, water cases, and appears from Municipal, Magistrate and Administrative Orders. 
I want to talk to the judge and have the judge address some issues. What do I do? 

• Complete and file a Motion and a Request for Hearing. See Motions, Hearings & Enforcement of Orders. 
How do I get my case referred to mediation? 

• See Mediation checklist. 
 
 

Forms & Videos are available on the Court’s website at: www.12thdistrict.net 

http://www.12thdistrict.net/

