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The following checklist may assist you in processing your case.

PLAINTIFF CHECKLIST
[] Date COMPLAINT filed and filing fee paid

[]Date SUMMONS and COMPLAINT given to process
server for service on defendant(s)

[]Date COMPLAINT served

[1Date time to ANSWER expires
(twenty (20) days after defendant served / thirty (30)
days if served out-of-state)

IF ANSWER IS RECEIVED:
[] Date defendant files an ANSWER

IF NO ANSWER IS RECEIVED:

[] APPLICATION FOR ENTRY OF DEFAULT filed with
court and copy mailed to defendant

NOTICE to PARTY filing for Default: .
Anytime after ten (10) judicial days have passed since the

filing of this Application, it is your responsibility to file a

Request for Entry of Default Judgment or request a hearing.
Statement of Cost and proof of the claim (receipts, contract,
etc.) must also be served upon all the parties in this lawsuit.

[] Date time to REPLY TO COUNTERCLAIM expires

If the defendant files a counterclaim YOU must file a

reply to the counterclaim within twenty (20) calendar days.
If you fail to file a reply, the defendant may obtain a default
judgment against you.

DEFENDANT CHECKLIST

[]If you object to the venue (the precinct in which the
complaint was filed) you must file a Motion for Change of
Venue for Improper Venus before the answer is filed.

(] Date answer filed and filing fee paid
(Within twenty (20) calendar days of the date you were
served / thirty (30) days if served out-of-state)

If you fail to file an answer, the plaintiff may
obtain a default judgment against you.

["]Date COUNTERCLAIM filed and copy mailed to plaintiff

If you intend to file a counterclaim you must do so at the
same time the Answer is filed. You must use the proper
form and mail a copy to the plaintiff.

[] Date time to REPLY expires

L] Date plaintiff files a REPLY
IF NO REPLY TO COUNTERCLAIM IS RECEIVED:

] APPLICATION FOR ENTRY OF DEFAULT filed with court
and copy mailed to plaintiff

NOTICE to PARTY filing for Default:

Anytime after ten (10) business days have passed since the
filing of this Application, it is your responsibility to file a
Request for Entry of Default Judgment or request a hearing.
Statement of Cost and proof of the claim (receipts, contract,
etc.) must also be served upon all the parties in this lawsuit.
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