NOTICE TO SET
A “Notice to Set” should be completed after your initial court appearance if the defendant has filed an answer and disputes the pleadings.  Your case will then be set for trial.  The Plaintiff must send notification to both the Court and the Defendant informing them of the date and time that they will be contacting the Court to set the case for trial.  
· If an answer is filed, you will send the Court a “Notice to Set” for trial.  “Notice to Sets” are done Monday- Friday @ 10 a. m.  Please note that the date you intend to contact the Court, should be set out 7-10 business days from the date you file your “Notice to Set”.  The Courtroom needs adequate time to pull your file and have it available when giving you potential court dates.
· The “Notice to Set” must specify a date and time that you will contact the Court to get potential trial dates.

· File the original with the Court and complete a “Certificate of Service” informing the Court that you did send a copy of the “Notice to Set” to the other party.

· If the other party’s current address is unknown, use the last known address to send the notice to.  The Certificate of Service must be signed by you.

CONTACTING THE COURT:
· Contact the Court on the date specified in your “Notice to Set”.  Inform the clerk that you need to set a trial.  Provide the clerk with the case number

· Have a calendar available when calling the Court. 

· You may come to Court or call on the date your “Notice to Set” is scheduled.  If both parties call or appear in court they will be given potential dates by the clerk.  A date will be decided upon that is agreeable to all parties.
· If a “Notice to Set” is filed and only one person appears or calls to set the date, the clerk will provide dates that are available and the person will be given their choice.
· If the other party has retained an attorney, dates will have to be cleared with that party’s attorney before a court date is set.

NOTICE OF TRIAL/HEARING:
· After a court date has been selected, you must send out a “Notice of Trial” or “Hearing” to the other party
· Complete a “Certificate of Service” which informs the court on how you plan on providing the other party a copy of this document.  If the other party’s current address is unknown, use the last known address and send out the notice.  Sign the certificate of service.  
· File the original with the court.  
