CIVIL MONEY DEMAND CASES

These instructions are for informational purposes only and do not constitute legal advice about your case.  If you chose to represent yourself, you are bound by the same rules and procedures as an attorney.

General Information 

· File in County where either the transaction occurred or the Defendant lives.
· Claim can not exceed $15,000.
· If you are the Defendant, do not disregard the complaint.  A judgment could be entered against you, and the other party could start collection procedures.
· If you are the Plaintiff, do not disregard an answer or counterclaim.  A judgment could be entered against you, and the other party could start collection procedures.
· The court can not collect your judgment for you.
· Representation by an attorney may be required for corporations, limited partnerships, or closely held entities, etc, please see §13-1-127, C.R.S.
· For more information please call 303-640-5161 or visit us at 1515 Cleveland Pl.  4th floor.
· If you have a disability and need a reasonable accommodation to access the courts, please contact your local ADA coordinator.
Fees

The filling fee is $80.  If you are unable to pay, you can complete a Motion to Proceed without Costs and Supporting Financial Affidavit and submit it to the court.  Once you submit the completed form and a blank order, the court will decide if you need to pay the filling fee.

Other fees are as follows:

· Answer Fee 



$75

· Answer and Counterclaim fee 
$79



· Jury Demand fee


$98

· Copies of Documents on File
$.75

· Copies of Documents not on File

$.25

· Certification Fees



$20

· Writ of Garnishment



$45

· Transcript of Judgment


$25

· Writ of Execution



$45

· Certificate of Satisfaction


$20

Forms
You can obtain forms on the state website:

www.courts.state.co.us and click on the “Self-Help Center”.  The packet/forms are available in PDF or WORD by selecting “Civil - Money Demand”.
· CRCCP Form 1 - Summons

· Complete the caption only.  This is all of the information in the box below, except for the case number, division and courtroom.  The court will provide this information when you file your case.

· CRCCP Form 2 - Complaint Under Simplified Civil Procedure

· Fill in all blanks on the complaint form.  You are Plaintiff and the person(s), company, or other entity you are suing is the Defendant(s). If you are filing against multiple Defendants in the same action, list all of the Defendants. The Court will keep the original.     
· CCRCCP Form 3 - Answer Under Simplified Civil Procedure 
· Complete the caption only on the Answer forms. This is all of the information in the box below, except for the Case Number, Division and Courtroom. The Court will provide this information when you file your case.
· JDF 98 - Affidavit of Service

· Must indicate who, what, when, and where service was made. 

· JDF 75 - Stipulation

· Agreement reached between parties prior to judgment
· JDF 104 - Motion for Entry of Judgment

· Request for the court to enter judgment
Steps To Filing Your Case

1. Complete Appropriate forms

a. Summons and Complaint

2. File Your Documents with the Court

a. Provide the Court with two copies both documents
b. Pay filing fee or submit a Motion to Proceed without Costs

3. Clerk will set your case for a court date

a. Clerk will complete the appropriate fields on the Summons with the court name, location, address, date and time.
b. Court date will be no less than 10 days and no more that 60 days for the date of issuance
c. You will be given a copy of the summons to serve the defendant 
4. Serve the Defendant

a. You are responsible for paying the service fees, if any.  Personal service must be made by someone who is 18 years or older and not a party to the action.  

b. Service must be completed at least 10 days before the appearance/answer date

c. Select either the Sheriff’s Department, a private process server, or someone you know.  There is a service fee that is payable to the Sheriff’s Department or Private Process Server.  The fee for service is usually awarded as part of your court costs if the court rules in your favor

d. You can locate private process servers in the yellow pages

e. Provide the process server with an Affidavit of Service for each defendant

f. The process server will return the original Summons to you with the affidavit of Service completed

g. Service by mail or publication shall be allowed only upon approval by the court

5. Service is Complete

a. Return the original Summons with proof of service to the clerk on or before the date you are to appear in court
Defendant Files An Answer And/Or Counterclaim

· A defendant can file an Answer in writing stating their defense(s), and if applicable, a counterclaim and any allegations with regard to the plaintiff
· The purpose of the answer is for the defendant to respond to the allegations in the complaint and to state any claims against the plaintiff that the defendant might have
· The answer and/or counterclaim can be filed at or before the time specified for the court appearance on the summons
· If a counterclaim is filed, the defendant must personally serve the plaintiff with the counterclaim
· The defendant may also request a trial by jury
Court Date

· Failure to appear on your court date my lead to a dismissal/judgment
· Please be either on time or early 

· Please turn off cell phones and respect all parties in the courtroom

· You may be asked to speak with the other party before the court hearing to determine if the claim can be settled to avoid going to trial

If defendant does not appear and the plaintiff has followed steps 1 thru 5 properly then:

· Complete the Motion for Entry of Judgment
If the defendant appears and the plaintiff does not appear then:

· If no counterclaim has been filed, the court may dismiss the case

· If a counterclaim has been filed and personally served to the plaintiff, the court may award judgment to the defendant
Judgment Information

· The court can not collect your judgment for you, but can give you information regarding the necessary forms

· If you obtained personal service on the plaintiff or defendant, the Motion for Entry of Judgment may include the principal amount plus court costs and the process service fee.  

