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SUPERIOR COURT OF CALIFORNIA, COUNTY OF SAN DIEGO

SMALL CLAIMS COURT LEGAL ADVISOR PROGRAM

USEFUL RESOURCES

The Small Claims Legal Advisor provides free
assistance to anyone with questions regarding
lawsuits in San Diego County Small Claims Court.
The Advisor is available by telephone only to give
general legal information and explain the Small
Claims Court rules and procedures.

Phone Hotline for all Locations

24 hour Recording: (858) 634-1900

Phone Bank: (858) 634-1777

Legal Aid Society of San Diego
www.lassd.org

San Diego County Public Law Library
For hours and locations visit the Law Library website at

www.sdcll.org

San Diego Better Business Bureau
Automated Voice Response: (858) 496-2131
www.sandiego.bbb.org

Department of Consumer Affairs

Resolves consumer complaints including those against
licensed contractors: (800) 344-9940

www.dca.ca.gov

For information regarding fictitious business filings and
real property records:

County Recorder’s Office
http://arcc.co.san-diego.ca.us/arcc

For information regarding corporations including agents
for service of process:

Secretary of State

1500 11th Street

Sacramento, CA 95814

(916) 657-5251

WWW.S0S.ca.gov

City halls may provide information on businesses within
city limits, for example, owner name, address, phone
number, etc.

ADDITIONAL INFORMATION ONLINE:

Small Claims information online:
www.dca.ca.gov/publications/small claims

www.courts.ca.gov/selfhelp-smallclaims.htm

Where to file a complaint against companies regulated by
the State:
www.dca.ca.gov/consumer/complaints

For assistance in determining the value of a vehicle:
www.kbb.com or www.edmunds.com

The San Diego Superior Court does not control or maintain the
websites on this list and cannot be responsible for the accuracy of
the content they contain. In addition, the contents of a website may
change and the court would not necessarily be aware of the
change. When you access one of these websites, you are subject
to the terms of use and privacy policies of that website.

SDSC SC-025 (Rev. 5/13)

ADVISORY INFORMATION SHEET



SUPERIOR COURT OF CALIFORNIA, COUNTY OF SAN DIEGO

SMALL CLAIMS COURT
www.sdcourt.ca.gov

HOW TO FILE A SMALL CLAIMS CASE
COVID-19 RENTAL DEBT

This document provides information on how to file a small claims case regarding COVID-19 rental debt.

1.

Read the COVID-19 Rental Debt in Small Claims Court form (JC Form #SC-500-INFO) before filling out the
Plaintiff's Claim and Order to Go to Small Claims Court (COVID-19 Rental Debt) (JC Form #SC-500).

2. Complete the Plaintiff's Claim and Order to Go to Small Claims Court (COVID-19 Rental Debt) (JC Form
#SC-500) and sign it. Make sure that all pages are typed or clearly printed in blue or black ink. Make a copy
for yourself and each named defendant. Fillable forms can be found on the court’s website at
www.sdcourt.ca.gov.

How to name yourself and the defendant correctly (examples):

Individual: First name, middle name or initial (if any), last name

Business Owner: John Smith d.b.a. The ABC Company
(Note: If Plaintiff is named in this way, a Fictitious Business Name
Declaration (JC Form #SC-103) must be filed)

Corporation: The ABC Company, Inc. or, The ABC Company, a Ca. Corp.

Partnership: The ABC Company, a partnership of John Stone and Mary Hill

3. Filing the Claim
Submit the original, all copies, and filing fee in person or by mail to the Central Division, Hall of Justice, Small
Claims, 330 W. Broadway, San Diego, CA 92101. To determine the correct filing fee, refer to the Fee
Schedule (SDSC Form #ADM-001), available on the court's website: www.sdcourt.ca.gov. Make checks
payable to San Diego Superior Court. Include a self-addressed, legal size envelope stamped with sufficient
postage for copies to be returned.

« For more information, visit the California Courts Self-Help Center at www.courtinfo.ca.gov/selfhelp (English)
or www.sucorte.ca.gov (Spanish).

4. Serving the Defendant
Each defendant must be given a copy of the Plaintiff's Claim and Order to Go to Small Claims Court (COVID-
19 Rental Debt) (JC Form #SC-500). To find out how to serve the defendant and file a proof of service, refer
to COVID-19 Rental Debt in Small Claims Court (JC Form #SC-500-INFO) and What is "Proof of Service"? (JC
Form #SC-104B), included in this packet. Proof of Service (JC Form #SC-104) must be submitted to the court
clerk at least five (5) days before the trial date.

Service may be completed by:

« Any person who is not a party to the case and is at least 18 years of age may serve the defendant. After
serving the defendant, complete a Proof of Service (JC Form #SC-104), available on the court's website
www.sdcourt.ca.gov.

« The court clerk by certified mail. To request service by the court clerk, submit the Request for Service by
Certified Mail (Small Claims) (SDSC Form #SC-074). There is a fee for each defendant and the fee
must be included with the filing fee. See Fee Schedule (SDSC Form #ADM-001).

If the defendant is unable to be served before the trial date, complete the Request to Postpone Trial (JC Form

#SC-150) to ask for a new trial date.

SDSC SC-075 (New 11/21) HOW TO FILE A SMALL CLAIMS CASE

Informational Form COV'D-19 RENTAL DEBT
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CYOSLIIE I IZed COVID-19 Rental Debt in Small Claims Court

Beginning November 1, 2021, a landlord has the option to
bring an action in small claims court to recover COVID-19
rental debt that is more than the normal limits for small
claims actions. The purpose of bringing these claims in
small claims court is to resolve disputes about COVID-19
rental debt. The small claims court cannot determine
possession of residential property or evict a tenant from
property.

What is COVID-19 rental debt?

COVID-19 rental debt means any unpaid rent or any other
money owed under a residential lease or residential rental
agreement (for example, parking fees or utility payments)
that came due between March 1, 2020, and September
30, 2021.

What is small claims court?

Small claims court is a special court where disputes are
resolved quickly and inexpensively. The rules are simple
and informal. You may ask a lawyer for advice before you
go to court, but you cannot have a lawyer in court.

Who are the parties in a small claims case?

* The person who sues is the plaintiff, the landlord in
these cases. If the landlord is a business, an
employee such as a property manager may go to a
small claims trial for the landlord (use form
SC-109 Authorization to Appear).

o The person who is sued is the defendant, the tenant
in these cases. There may be more than one tenant
paying rent for a single residence. The landlord may
want to name all tenants as defendants.

How does a COVID-19 rental debt case start in
the small claims court?
The landlord must:

e Complete and file form SC-500, Plaintiff’s Claim and
ORDER to Go to Small Claims Court (COVID-19
Rental Debt),

o Attach documentation showing the landlord's good-
faith efforts to seek rental assistance (examples of
documentation include emails, texts, and notes from
phone calls); and

. Serve the form on the tenants (see form
SC-100-INFO, Information for the Plaintiff).

How does a tenant respond?

A tenant does not need to file any papers before the trial
date. Tenants should go to court on the day of trial with
evidence about the amount of COVID-19 rental debt owed,
if any.

What should tenant take to small claims court
for a COVID-19 rental debt case?

Both the landlord and the tenant in a small claims action
for COVID-19 rental debt can present arguments and
evidence about how much money they believe is owed,
how much has already been paid, and other factors that can
affect the amount of COVID-19 rental debt that must be
paid.

The parties should bring the rental agreement, any rental
receipts, and any other receipts or other documents that
show the following;:

o The amounts of COVID-19 rental debt owed
and the dates on which each amount came due.
Remember that COVID-19 rental debt means
rent and other financial obligations that came
due between March 1, 2020, and September
30, 2021.

o Any amounts that the tenant paid toward
the rent or other financial obligations and the
dates of payment.

» Any other amounts of rent or other obligations
that were paid through rental assistance
programs or other third parties on behalf of the
tenant.

» Any evidence of conditions affecting the
residence, such as items needing repair.

» Any evidence to support arguments made to
determine the amount of money owed.

Page 2 of this information sheet provides a list of some of
the arguments that landlords and tenants can make to help
the court determine the amount of COVID-19 rental debt
that is owed.

Can you bring a witness to small claims
court?

Both the landlord and the tenant may bring witnesses to
the trial who can tell the court what they know about the
COVID-19 rental debt, the condition of the home, and
agreements between the landlord and the tenant about
the need for repairs and payment for repairs.

Judicial Council of California, www.courts.ca.gov

New October 15, 2021, Optional Form

Code of Civil Procedure,

§§ 116.110 et seq., 116.223, 871.10, 1161.2.5, 1179.02;
Health & Safety Code, § 50897.3

COVID-19 Rental Debt in Small Claims Court
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www.courts.ca.gov/documents/sc109.pdf
www.courts.ca.gov/documents/sc500.pdf
www.courts.ca.gov/documents/sc500.pdf
www.courts.ca.gov/documents/sc500.pdf
www.courts.ca.gov/documents/sc100info.pdf

CYOELII BV IZ®0 coviD-19 Rental Debt in Small Claims Court

What arguments can you make?

The landlord and tenant may disagree about the amount of rent that is owed for various reasons. Read more about these
reasons in the California Department of Real Estate's guide at landlordtenant.dre.ca.gov/resources/guidebook/index.html,
in the "Living in the Rental Unit" and"Dealing with Problems" sections. Below are questions that can help you identify
the issues that may exist in the case and may affect the amount of rent owed.

Please note: This list does not include every possible argument. Other laws, including local ordinances, may affect the
rights of landlords and tenants in COVID-19 rental debt cases.

* Did landlord make a good-faith effort to:
» Investigate whether governmental rental assistance is available to the tenant;
» Seek governmental rental assistance for the tenant; or
« Cooperate with the tenant's efforts to obtain rental assistance from any governmental entity or
other third party under Civil Code section 1947.3(a)(3)?
o Is there any pending application for rental assistance or other financial compensation from any other source
corresponding to the amount claimed?
» Did landlord receive rental assistance or other financial compensation from any other source corresponding to the
amount claimed?
e Did landlord improperly apply payments to past-due rent without the tenant's written agreement?
« Does the amount claimed include service fees that were increased or not previously charged?
« Does the amount claimed include late fees on rent or other financial obligations?
« Did landlord improperly raise the rent?
o Did tenant or a third party offer a rental payment that landlord would not accept?
o Ifthe lease or rental agreement was terminated, was the security deposit returned? Read more about the rules for
security deposits at www.courts.ca.gov/selfhelp-eviction-security-deposits. htm.
» Did tenant make needed repairs and properly deduct the cost from the rent? If so, did landlord gave proper credit?
« Did landlord fail to provide habitable premises? This means that if the housing did not meet certain standards, the
amount owed may be reduced.

Note: It is illegal for a landlord to retaliate against a tenant for raising any of the above issues or any of the defenses listed
on form UD-105, Answer—Unlawful Detainer

Can a tenant file a claim in the landlord'’s case?
A tenant who is a defendant in a COVID-19 rental debt case may bring a claim against the landlord in the same case
using form SC-120, Defendant’s Claim and ORDER to Go to Small Claims Court.

What if you disagree with the court's decision?

If you are a tenant, you may appeal the decision on a claim filed against you. More information about appeals is available
in the information at the end of Plaintiff's Claim and ORDER to Go to Small Claims Court (COVID-19 Rental Debt)
(form SC-500) and at www.courts.ca.gov/smallclaims/appeals.

If you are the landlord, you cannot appeal a small claims decision on a claim you filed. (Note that a landlord has the
option of filing a COVID-19 rental debt recovery case in general civil court [use form Complaint—Recovery of COVID
-19 Rental Debt (form PLD-C-500)]. In general civil court, all parties may appeal the court's decision and all parties may
be represented by lawyers.)

How much does it cost to file a case in small claims court?

The amount the court charges a landlord to file a case in small claims court depends on the amount demanded and how
many cases are brought by the landlord in a single year. The filing fees for small claims cases are listed on the Statewide
Civil Fee Schedule, available at www.courts.ca.gov/7646.htm. There is no fee for the tenant to go to the hearing.

New October 15, 2021 COVID-19 Rental Debt in Small Claims Court SC-500-INFO, Page 2 of 3


www.courts.ca.gov/documents/ud105.pdf
www.landlordtenant.dre.ca.gov/resources/guidebook/index.html
www.landlordtenant.dre.ca.gov/resources/guidebook/gb09_dealingwith.html
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What if you cannot afford the filing fee?

If you want to sue someone in small claims court and
cannot afford to pay court fees and costs, you may not have
to pay. The court may waive all or part of those fees if you:
Are getting public benefits; or

Are a person with very low income; or
Do not have enough income to pay for your
household's basic needs and your court fees.

L]

L]

To ask the court to waive your fees in small claims court,
complete form FW-001, Request to Waive Court Fees.
File your request with the court.

Where can you get help with a small claims
case?

Small Claims Advisors. Every county has a Small
Claims Advisor who is available to help you with your
small claims case. These services are free. To find the
Small Claims Advisor in your county, go to
www.courts.ca.gov/selfhelp-advisors.htm.

Forms and online help. You can find small claims forms
and more information about small claims court at the
California Courts Online Self-Help Center
www.courts.ca.gov/smallclaims. You can also get forms
and help at your county law library or the courthouse
nearest you.

Local court websites. Your local court may have
additional information and help for your small claims
matter. Visit your court's website for current information
on small claims hearing procedures. For help finding
your court, visit www.courts.ca.gov/find-my-court. htm.

Legal services organizations. Local organizations may
be able to assist parties in preparing for court. Parties
may be able to find a legal service organization that
serves their area at http.//lawhelpca.org/.

Lawyers. Both parties may ask a lawyer about the case,
but a lawyer may not represent either party in court at the
small claims trial. Generally, after judgment and on
appeal, both parties may be represented by lawyers.

What help is available when you go to court?

Accommodations for disability. If you have a
disability and need an accommodation while you are at
court:

* You can use form MC-410, Disability
Accommodation Request, to tell the court about
your needs.

* For more information about making a disability

accommodation request, see form MC-410-INFO
How to Request a Disability Accommodation for

Court.

* Remember to submit your request to the ADA
Coordinator or designated person in your court.

* Visit your court's website to find the ADA
Coordinator or designated person. For help
finding your court, go to www.courts.ca.gov/
find-my-court.htm.

Interpreters. If you do not speak English well:

» Ask the court clerk as soon as possible for a court-
provided interpreter.

* You may use form INT-300, Request for Interpreter
(Civil), or a local court form to request an
interpreter.

» Ifno court interpreter is available at the time of your
trial, it may be necessary to reschedule your trial.

»  You cannot bring your own interpreter for the
trial unless the interpreter has been approved by the
court as a certified, registered, or provisionally
qualified interpreter. See Cal. Rules of Court, rule
2.893, and form INT-140, Temporary Use of a
Noncertified or Nonregistered Spoken Language

Interpreter.

Who can look at your case file?

If you are sued in small claims court for nonpayment of
COVID-19 rental debt, only the following people may see
the case file:

* The parties (landlords and tenants).

» A person who gives the court clerk the name of at
least one landlord and one tenant.

* A person who lives in the residence for which
COVID-19 rental debt is owed who shows proof of
residency and gives the clerk the case number or the
name of one of the parties.

* A person who gets an order from the court after

showing that they have good cause to see the case
file.

New October 15, 2021

COVID-19 Rental Debt in Small Claims Court
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SC-500 Plaintiff's Claim and ORDER to Go to Clerk stamps date here when form is filed.
Small Claims Court (COVID-19 Rental Debt)

THIS IS AN ACTION TO RECOVER COVID-19 RENTAL DEBT
AS DEFINED UNDER CODE OF CIVIL PROCEDURE,
§ 1179.02. ACCESS TO RECORDS IN THIS CASE IS LIMITED
UNDER CODE OF CIVIL PROCEDURE, § 1161.2.5.
Notice to the person being sued:
* You are the defendant if your name is listed in (2) of this form or on form
SC-500A. The person suing you is the plaintiff, listed in@,

You and the plaintiff must go to court on the trial date listed below. If you do
not go to court, you may lose the case. If you lose, the court can order that
your wages, money, or property be taken to pay this claim. (Note: This
small claims case cannot result in your eviction.) Bring witnesses, CENTRAL DIVISION, SMALL CLAIMS,

. . 330 W. BROADWAY, SAN DIEGO, CA 92101
receipts, and any other evidence you need to prove your case.
Read this form and all pages attached to understand the claim against you
and to protect your rights, and read SC-500-INFO, COVID-19 Rental Debt
in Small Claims Court for more information, at www.courts.ca.gov/forms.

Fill in court name and street address:

Superior Court of California, County of San Diego

Aviso al Demandado: Court fills in case number when form is filed.

* Usted es el Demandado si su nombre figura en @ de la pagina 2 de este
formulario, o en el formulario SC-500A. La persona que lo demanda es
el Demandante, la que figura en @ de la pagina 2.

Case Number:

Case Name:
* Usted y el Demandante tienen que presentarse en la corte en la fecha del
juicio indicada a continuacioén. Si no se presenta, puede perder el caso. Si

pierde el caso, la corte podria ordenar que le quiten de su sueldo, dinero u
otros bienes para pagar este reclamo. (Nota: Este caso de reclamos menores no puede resultar en un desalojo.)
Lleve testigos, recibos y cualquier otra prueba que necesite para probar su caso.

* Lea este formulario y todas las paginas adjuntas para entender la demanda en su contra y para proteger sus derechos, y
lea SC-500-INFO, La deuda de alquiler del COVID-19 en la corte de reclamos menores para mas informacion, en

WWW.courts.ca.gov/forms.
Order to Go to Court

The people in (1) and (2) must go to court: (Clerk fills out section below.)

—> Date Time Department Name and address of court, if different from above
Date | I-

2.

3.
Date: Clerk, by , Deputy

Instructions for the person suing:

* You are the plaintiff. The person you are suing is the defendant.

+ Before you fill out this form, read forms SC-500-INFO and SC-100-INFO to know your rights. Get the forms at any
courthouse or county law library, or go to www.courts.ca.gov/forms.

- Fill out pages 2, 3, and 4 of this form. Make copies of all the pages of this form and any attachments—one for each
party named in this case and an extra copy for yourself. Take or mail the original and the copies to the court clerk’s
office and pay the filing fee. The clerk will write the date of your trial in the box above. Your court may allow
electronic filing. Check your local court website for information: www.courts.ca.gov/find-my-court. htm.

« You must have someone at least 18—not you or anyone else listed in this case—give each defendant a court-stamped
copy of all pages of this form and any pages this form tells you to attach. See forms SC-104 and SC-104B.

* Go to court on your trial date listed above. Bring witnesses, receipts, and any evidence you need to prove your case.

Judicial Council of California, www.courts.ca.gov Plaintiffls Claim and ORDER SC-500, Page 1 of 6
Rev. J 1, 2024, Mandatory F .
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(COVID-19 Rental Debt)




Plaintiff (list names): Case Number:

@ The plaintiff (the person, business, or public entity that is suing) is:

Name: Phone:

Street address:

Mailing address (if different):

Email address (if available):

Street address:

Mailing address (if different):

Street City State Zip
Street City State Zip
If more than one plaintiff, list next plaintiff here:
Name: Phone:
Street City State Zip
Street City State Zip

Email address (if available):

L1 Check here if more than two plaintiffs and attach form SC-500A.

L] Check here if either plaintiff listed above is doing business under a fictitious name and attach form SC-103.

@ The defendant (the person being sued) is:

Name: Phone:

Street address:

Mailing address (if different):

Street address:

Mailing address (if different):

Street City State Zip
Street City State Zip
If more than one defendant, list next defendant here:
Name: Phone:
Street City State Zip
Street City State Zip

L] Check here if more than two defendants and attach form SC-500A.

L] Check here if any defendant is on active military duty and write defendant's name here:

Rev. January 1, 2024 Plaintiff’s Claim and ORDER to Go to Small Claims Court

(COVID-19 Rental Debt)
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Plaintiff (list names): Case Number:

@ The plaintiff claims the defendant owes $ for COVID-19 rental debt
(unpaid rent or other financial obligations of a tenant that came due in the period from March 1, 2020, to
September 30, 2021). (Code Civ. Proc., § 1179.02.) (Explain amount below.)

a. Rent. List all rent you claim defendant owes that came due in the period from March 1, 2020, to September 30,
2021. For each month you claim rent is due, include each amount due and the date it came due.

b. Other amounts of COVID-19 rental debt. List all unpaid financial obligations under the lease or rental
agreement (other than rent) that you claim defendant owes and that came due during the period in (a) above. For
each month you claim other financial obligations are due, include each amount, the date it came due, and what it
was for (for example, parking fees or utilities included as part of the rental agreement).

L] Check here if you need more space. Attach one sheet of paper or form MC-031, and write “SC-500, Item 3" at
the top.

Amounts paid or offsets.
List any amounts you received from defendant, rental assistance programs, and other third parties that you have
already credited, and any other amounts you have offset or credited, for rent or other financial obligations due

between March 1, 2020, and September 30, 2021, that you are not claiming in item 3 above. Include each amount,
when it was paid or credited, and what it was for.

L] Check here if you need more space. Attach one sheet of paper or form MC-031, and write “SC-500, Item 4" at
the top.

You must ask the defendant (in person, in writing, or by phone) to pay you before you
sue. Have you done this?

L[] Yes [ ] No Ifno, explain why not:

Rev. January 1, 2024

Plaintiff’s Claim and ORDER to Go to Small Claims Court SC-500, Page 3 of 6
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Plaintiff (list names): Case Number:

@ Why are you filing your claim at this courthouse?
This courthouse covers the area (check one that applies):

a. [ ] Where the defendant lives or does business.

b. [] Where the rental agreement, lease, or contract (written or spoken) was made, signed, performed, or broken
by the defendant or where the defendant lived or did business when the defendant made the contract.

c. [ Other (specify):
@ List the zip code of the place checked in (6) above (if you know it):

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

@ Plaintiff must make a good-faith effort to help defendant obtain rental assistance before
filing this case. Check all that apply below. You must also attach documentation of those
efforts or, if you do not have documentation, describe your effort below.

Plaintiff made a good-faith effort to help defendant obtain rental assistance before filing this case, as required under
Code of Civil Procedure section 871.10(a), by:
a. [ Investigating whether governmental rental assistance is available to the tenant;
b. [ Seeking governmental rental assistance for the tenant, or
c. [ Cooperating with the tenant's efforts to obtain rental assistance from any governmental entity or other
third party.
(] Check here if documentation is attached. If not attached, describe your efforts below.

[] lunderstand that the court cannot issue a judgment for me if | have received rental
assistance for the amounts | am claiming from defendant. (Both statements must be true.)

a. [ have not received rental assistance or other financial compensation from any other source corresponding to any
of the amount claimed in item 3 above; and

b. I do not have any application pending for rental assistance or other financial compensation from any other
source corresponding to any of the amount claimed in item 3 above.

@ I understand that by filing a claim in small claims court, | have no right to appeal this
claim.

I declare under penalty 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 prints name here Plaintiff signs here

Date: }

Second plaintiff types or prints name here Second plaintiff signs here

Requests for Accommodations

Assistive listening systems, computer-assisted real-time captioning, or sign language interpreter
services are available if you ask at least five days before the trial. For these and other accommodations,
contact the clerk’s office for Disability Accommodation Request (form MC-410). (Civ. Code, § 54.8.)

Rev. January 1, 2024 Plaintiff’s Claim and ORDER to Go to Small Claims Court $C-500, Page 4 of 6
(COVID-19 Rental Debt) —>



SC-500 Information for the defendant (the person being sued)

"Small claims court” is a special court where generally only
claims for $12,500 or less are decided. This limitation has been
lifted for cases for recovery of COVID-19 rental debt.* The process
is quick and cheap. The rules are simple and informal. You are the
defendant—the person being sued. The person who is suing you
is the plaintiff.

Do | need a lawyer? You may talk to a lawyer before or after
the case. But you may not have a lawyer represent you in court
(unless this is an appeal from a small claims case).

How do | get ready for court? Read form SC-500-INFO,
COVID-19 Rental Debt in Small Claims Court. You don’t have to

file any papers before your trial, unless you think this is the wrong
court for your case. But bring to your trial any witnesses, receipts,
and evidence that support your case. And read “Be Prepared for

Your Trial” at www.courts.ca.gov/smallclaims/prepare.

Where can | get the court forms | need? Go to any
courthouse or your county law library, or get forms at
www.courts.ca.gov/forms.

What if | need an accommodation? If you have a
disability or are hearing impaired, fill out form MC-410, Disability
Accommodation Request. Give the form to your court clerk or the
ADA/Access Coordinator.

What if | don’t speak English well? Ask the court clerk
as soon as possible for a court-provided interpreter. You may use
form INT-300, Request for Interpreter (Civil), or a local court form
to request an interpreter. If a court interpreter is unavailable for
your trial, it may be necessary to reschedule your trial. You cannot
bring your own interpreter for the trial unless the interpreter has
been approved by the court as a certified, registered, or
provisionally qualified interpreter. (See Cal. Rules of Court, rule
2.893, and form INT-140.)

What happens at the trial? The judge will listen to both
sides. The judge may make a decision at your trial or mail the
decision to you later.

What if | lose the case? If you lose, you may appeal. You'll
have to pay a fee. (Plaintiffs cannot appeal their own claims.)

* If you were at the trial, file form SC-140, Notice of Appeal. You
must file within 30 days after the clerk hands or mails you the
judge's decision (judgment) on form SC-200 or form SC-130
Notice of Entry of Judgment.

« If you were not at the trial, fill out and file form SC-135, Notice of
Motion to Vacate Judgment and Declaration, to ask the judge to
cancel the judgment (decision). If the judge does not give you a
new trial, you have 10 days to appeal the decision. File form
SC-140.

For more information on appeals, see www.courts.ca.gov/
smallclaims/appeals.
Do | have options? Yes. If you are being sued, you can:

+ Settle your case before the trial. If you and the
plaintiff agree on how to settle the case before the trial, the
plaintiff must file form CIV-110, Request for Dismissal or a
written and signed settlement agreement with the clerk. Ask the
Small Claims Advisor for help.

* Prove this is the wrong court. Send a letter to the court
before your trial explaining why you think this is the wrong court.
Ask the court to dismiss the claim. You must serve (give) a copy
of your letter (by mail or in person) to all parties. (Your letter to
the court must say you have done so.)

+ Go to the trial and try to win your case. Bring
witnesses, receipts, and any evidence you need to prove your
case. To have the court order a witness to go to the trial, fill out
form SC-107, Small Claims Subpoena and Declaration and
have it served on the witness.

- Sue the person who is suing you. If you have a claim
against the plaintiff, and the claim is for $12,500 or less, you
may file Defendant's Claim and ORDER to Go to Small Claims
Court (form SC-120) and bring the claim in this action. If your
claim is for more than allowed in small claims court, you may still
file it in small claims court if you give up the amount over the
small claims value amount, or you may file a claim for the full
value of the claim in the appropriate court. If your claim is for
more than allowed in small claims court and relates to the same
contract, transaction, matter, or event that is the subject of the
plaintiff's claim, you may file your claim in the appropriate court
and file a motion to transfer the plaintiff's claim to that court to
resolve both matters together. You can see a description of the
amounts allowed in the paragraph above, titled “Small Claims
Court.”

- Agree with the plaintiff's claim and pay the

money. Or, if you can’t pay the money now, go to your trial
and say you want to make payments.

 Let the case "default.” If you don't settle and do not go to
the trial (default), the judge may give the plaintiff what he or she
is asking for plus court costs. If this happens, the plaintiff can
legally take your money, wages, and property to pay the
judgment. (But not your rental unit; this is not an eviction case.)

What if | need more time?

You can change the trial date if:

« You cannot go to court on the scheduled date (you will have to
pay a fee to postpone the trial), or

« You did not get served (receive this order to go to court) at least
15 days before the trial (or 20 days if you live outside the
county).

Ask the Small Claims Clerk about the rules and fees for

postponing a trial. Or fill out form SC-150 (or write a letter) and

mail it to the court and to all other people listed on your court

papers before the deadline. Enclose a check for your court fees,

unless a fee waiver was granted.

Need help?

Your county’s Small Claims Advisor can help for free.

-
|

|7358) 634-1777 Advisor's Number
(858) 634-1900 Recorded Information

[

Or go to www.courts.ca.gov/smallclaims/advisor.

*Limits do not apply in an action to recover COVID-19 rental debt, which is unpaid rent or other financial obligations of a tenant that are due between
March 1, 2020, and Sept. 30, 2021. (See Code Civ. Proc., §§ 116.223 & 1179.02.) Read SC-500-INFO, COVID-19 Rental Debt in Small Claims Court.

Rev. January 1, 2024

Plaintiff’s Claim and ORDER to Go to Small Claims Court
(COVID-19 Rental Debt)
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SC-500 Informacién para el demandado (la persona demandada)

La “Corte de reclamos menores” es una corte especial donde
generalmente se deciden casos por $12,500 o menos. Se suspendio
este limite para acciones para reclamar una deuda de alquiler del
COVID-19.* El proceso es rapido y econémico. Las reglas son
sencillas e informales. Usted es el Demandado—Ia persona que se
esta demandando. La persona que lo esta demandando es el
Demandante.

¢Necesito un abogado? Puede hablar con un abogado antes o
después del caso. Pero no puede tener a un abogado que lo
represente ante la corte (a menos que se trate de una apelacion de un
caso de reclamos menores).

¢ Cémo me preparo para ir a la corte? Lea el formulario SC-500-
INFO, La deuda de alquiler del COVID-19 en la corte de reclamos
menores. No tiene que presentar ningin documento antes del juicio, a
menos que piense que ésta es la corte equivocada para su caso. Pero
lleve al juicio los testigos, recibos y pruebas que apoyan su caso. Y
lea “Esté preparado para su juicio” en www.courts.ca.gov/
reclamosmenores/preparese.

¢Doénde puedo obtener los formularios de la corte que necesito?
Vaya a cualquier edificio de la corte, la biblioteca legal de su condado,
o imprima los formularios en www.courts.ca.gov/smallclaims/forms
(pagina esta en inglés).

¢ Qué hago si necesito una modificaciéon? Si tiene una
discapacidad o tiene impedimentos de audicion, puede llenar el
formulario MC-410, Solicitud de modificaciones para discapacidad.
Entregue el formulario al secretario de la corte o al Coordinador de
Acceso/ADA de su corte.

¢ Qué pasa si no hablo bien inglés? Solicite un intérprete al
secretario de la corte lo mas pronto posible. Puede usar el formulario
INT-300 o un formulario de su corte local. Si no esta disponible un
intérprete de la corte para su juicio, es posible que se tenga que
cambiar la fecha de su juicio. No puede llevar su propio intérprete
para el juicio a menos que el intérprete haya sido aprobado por la
corte como un intérprete certificado, registrado, o provisionalmente
calificado. (Vea la regla 2.893 de las Reglas de la Corte de California,
y el formulario INT-140.)

¢Qué pasa en el juicio? El juez escuchara a ambas partes. El juez

puede tomar su decision durante la audiencia o enviarsela por correo

después.

¢ Qué pasa si pierdo el caso? Si pierde, puede apelar. Tendra que

pagar una cuota. (El Demandante no puede apelar su propio reclamo.)

. Si estuvo presente en el juicio, llene el formulario SC-140, Aviso de
apelacion (Notice of Appeal). Tiene que presentarlo dentro de 30
dias después de que el secretario le entregue o envie la decision
(fallo) del juez en el formulario SC-200 o SC-130, Aviso de
publicacién del fallo (Notice of Entry of Judgment).

. Sino estuvo en el juicio, llene y presente el formulario SC-135,
Aviso de peticion para anular el fallo y Declaracion para pedirle al
juez que anule el fallo (decision). Si la corte no le otorga un nuevo
juicio, tiene 10 dias para apelar la decision. Presente el formulario
SC-140.

Para obtener mas informacion sobre las apelaciones, vea

www.courts.ca.gov/reclamosmenores/apelaciones.

¢ Tengo otras opciones? Si. Si lo estan demandando, puede:

. Resolver su caso antes del juicio. Si usted y el Demandante se
ponen de acuerdo en como resolver el caso antes del juicio, el
Demandante tiene que presentar el formulario CIV-110 Solicitud de
desestimacion (Request for Dismissal) o un acuerdo de resolucién
escrito y firmado al secretario de la corte. Pidale al Asesor de
Reclamos Menores que lo ayude.

* Probar que es la corte equivocada. Envie una carta a la corte
antes del juicio explicando por qué cree que es la corte
equivocada. Pidale a la corte que despida el reclamo.Tiene que
entregar (dar) una copia de su carta (por correo o0 en persona) a
todas las partes. (Su carta a la corte tiene que decir que hizo la
entrega.)

« Ir al juicio y tratar de ganar el caso. Lleve testigos, recibos y
cualquier prueba que necesite para probar su caso. Si desea que
la corte emita una orden de comparecencia para que los testigos
vayan al juicio, llene el formulario SC-107, Citatorio de reclamos
menores (Small Claims Subpoena) y entrégueselo legalmente al
testigo.

- Demandar a la persona que lo demandé. Si tiene un reclamo
contra el Demandante, y el reclamo se puede presentar en la
corte de reclamos menores, tal como se describe en este
formulario, puede presentar el formulario SC-120, Reclamo del
demandado (Defendant’s Claim) y presentarlo en este mismo
caso. Si su reclamo excede el limite permitido en la corte de
reclamos menores, puede igualmente presentarlo en la corte de
reclamos menores si esta dispuesto a limitar su reclamo al
maximo permitido, o puede presentar un reclamo por el monto
total en la corte apropiada. Si su reclamo excede el limite
permitido en la corte de reclamos menores y esta relacionado con
el mismo contrato, transaccion, asunto o acontecimiento que el
reclamo del Demandante, puede presentar su reclamo en la corte
apropiada y presentar una mocién para transferir el reclamo del
Demandante a dicha corte, para poder resolver los dos reclamos
juntos. Puede ver una descripcion de los montos permitidos en el
parrafo anterior titulado “Corte de reclamos menores”.

« Aceptar el reclamo del Demandante y pagar el dinero. O, si no
puede pagar en ese momento, vaya al juicio y diga que quiere
hacer los pagos a plazos.

- Noir al juicio y aceptar el fallo por falta de comparecencia. Si
no llega a un acuerdo con el Demandante y no va al juicio (fallo
por falta de comparecencia), el juez le puede otorgar al
Demandante lo que esta reclamando mas los costos de la corte.
En ese caso, el Demandante legalmente puede tomar su dinero,
su sueldo o sus bienes para cobrar el fallo. (Pero no su hogar
alquilado; esto no es un caso de desalojo.)

¢Qué hago si necesito mas tiempo? Puede cambiar la fecha del

juicio si:

* No puede ir a la corte en la fecha programada (tendra que pagar
una cuota para aplazar el juicio), o

* No le entregaron los documentos legalmente (no recibié la orden
para ir a la corte) por lo menos 15 dias antes del juicio (o 20 dias
si vive fuera del condado).

Preguntele al secretario de reclamos menores sobre las reglas y las

cuotas para aplazar un juicio. O llene el formulario SC-150 (o escriba

una carta) y envielo antes del plazo a la corte y a todas las otras
personas que figuran en sus papeles de la corte. Adjunte un cheque
para pagar los costos de la corte, a menos que le hayan dado una
exencion.

¢Necesita ayuda? El Asesor de Reclamos Menores de su
condado le puede ayudar sin cargo.

|—(858) 634-1777 Numero de Asesor _‘

(858) 634-1900 Informacion registrada J

O visite www.courts.ca.gov/reclamosmenores/asesores.

*Los limites no se aplican a las acciones para reclamar una deuda de alquiler del COVID-19, que se define como alquiler u otras obligaciones financieras impagas de un inquilino que vencieron entre el 1 de marzo de
2020 y el 30 de septiembre de 2021. (Vea el Cédigo de Procedimiento Civil, secciones 116.223 y 1179.02.) Lea el formulario SC-500-INFO, La deuda de alquiler del COVID-19 en la corte de reclamos menores.

Rev. January 1, 2024

Reclamo del Demandante y ORDEN Para Ir a la Corte de
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Other Plaintiffs or Defendants Case Number:
SC-500A (COVID-19 Rental Debt)

[ ] This form is attached to form SC-500, item 1 or 2.

@ If more than two plaintiffs (person, business, or entity suing), list their information below:
Other plaintiff’s name: Phone:

Street address:

Street City State Zip
Mailing address (if different):

Street City State Zip
Email address (if available):

Is this plaintiff doing business under a fictitious name? [] Yes [ | No Ifyes, attach form SC-103.
Other plaintiff’s name: Phone:

Street address:

Street City State Zip
Mailing address (if different):

Street City State Zip
Email address (if available):

Is this plaintiff doing business under a fictitious name? [] Yes [] No Ifyes, attach form SC-103.
] Check here if more than four plaintiffs and fill out and attach another form SC-500A.

@ If more than two defendants (person being sued), list their information below:

Other defendant’s name: Phone:

Street address:

Street City State Zip
Mailing address (if different):
Street City State Zip
Other defendant’s name: Phone:
Street address:
Street City State Zip
Mailing address (if different):
Street City State Zip

L1 Check here if your case is against more than four defendants and fill out and attach another form SC-500A.

@ | understand that by filing a claim in small claims court, | have no right to appeal this
claim.

I declare under penalty 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: }

Type orprintyour name Slgl’l your name
Date: }

Type or print your name Sign your name
Judicial Council of California, www.courts.ca.gov other Plaintiffs Ol' Defendants

SC-500A, Page __ of __

Adopted November 1, 2021, Mandatory Form

Code of Civil Procedure, § 116.223 et seq. (COV' D-19 Rental Debt)



ATTORNEY OR PARTY WITHOUT ATTORNEY (Name, State Bar number, and address):

TELEPHONE NO.: FAX NO. (Optional):
EMAIL ADDRESS (Optional):

ATTORNEY FOR (Name):

SUPERIOR COURT OF CALIFORNIA, COUNTY OF SAN DIEGO
CENTRAL DIVISION, HALL OF JUSTICE, 330 W. BROADWAY, SAN DIEGO, CA 92101

PLAINTIFF(S)

DEFENDANT(S)

FOR COURT USE ONLY

REQUEST FOR SERVICE BY CERTIFIED MAIL
(SMALL CLAIMS)

CASE NUMBER

1. I request that the Clerk of the Court serve the following document by certified mail on the parties listed in item 2.

a. [ Plaintiff's Claim and Order to Go to Small Claims Court (JC Form #SC-100)

b. [ Plaintiff's Claim and Order to Go to Small Claims Court (COVID-19 Rental Debt) (JC Form #SC-500)

c. [] Defendant’s Claim and Order to Go to Small Claims Court (JC Form #SC-120)

2. Parties to be Served

Note: The clerk will serve the parties at the addresses listed on the document selected in item 1 unless otherwise

requested above.

Attached to this request is the required fee as listed on the Fee Schedule (SDSC Form #ADM-001) for service by certified

mail for each party being served.

| understand that if the named party does not sign the receipt of certified mail, the service of process is invalid and the fee

for service will NOT be refunded.

Date:

Type or print name

Signature

SDSC SC-074 (Rev. 11/21) REQUEST FOR SERVICE BY CERTIFIED MAIL Code of Civ. Proc. §116.232

Mandatory Form (SMALL CLAIM S)



CYo 113 What Is “Proof of Service”?

What is “service”?

“Service” or “serving” is when someone—rnot 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.

A “process server” is someone you pay to deliver court
forms. Look in the Yellow Pages 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.

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.
It 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
SC-104, Proof of Service. If the person won’t take the
papers, just leave them near the person.

* 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.

Judicial Council of California, www.courts.ca.gov
Rev. November 1, 2021

What Is “Proof of Service”?

SC-104B, Page 1 of 2

(Small Claims)



CYo 113 What Is “Proof of Service”?

What does the server do with the original
Proof of Service form?

If a process server or sheriff served the papers, he or she
can file form SC-104, Proof of Service, with the clerk.
If the server used a different Proof of Service form, ask
him or her to list each paper served on the form. Also
make sure that the registered server will file the original
directly with the court and will mail you a copy of the
filed form. Take it with you when you go to court.

If a friend served the papers, tell him or her to give the
completed form back to you. Keep a copy for your records
and take the copy with you when you go to court.

You need to file the original completed Proof of Service
form 5 days before your trial.

When do the court forms have to be served?

» If you are serving form SC-100, Plaintiff’s Claim,
or form SC-500, Plaintiff’s Claim (COVID-19
Rental Debt), 100k at the trial date on page 1. Then,
look at a calendar.

For personal service, subtract 15 days from the trial date
(or 20 days if the person, business, or public

entity is located outside the county). That’s the

deadline for serving your small claims forms. But

you can serve the forms before the deadline.

e people in(1)and(2) must go to coux

- ->
Trial Date
Date | I.

Time

For substituted service, subtract 25 days from the date
the server mailed a copy of the court papers served (or
30 days if the person, business, or public entity is
located outside the county). That’s the deadline for
serving your small claims forms. But you can serve the
forms before the deadline.

If the person, business, or public entity to be served is
outside California or if you are serving a different form,
ask the Small Claims Advisor for more information.

e Ifyou are serving form SC-120, Defendant’s Claim,
look at the trial date on page 1. Then look at a calendar.

For personal or substituted service, subtract 5 days from
the trial date. That’s the deadline for serving your small
claims forms if you were served at least 11 days before the
trial. If you were served 10 days or less before the trial
date, you must serve at least 1 day before the trial. But you
can serve the forms before the deadline.

What if | can’t get the court papers served
before the trial?

If you were not able to serve your claim (form SC-100,
SC-120, or SC-500) before the deadline for service, talk to
your Small Claims Clerk. Each county has its own rules.

If you already served your claim on some parties but not
everyone you are suing, you may need to fill out and file
form SC-150, Request to Postpone Trial, at least 10 days
before the trial date (or explain why you couldn't meet the
10-day deadline). Then give or mail a copy of this form to
all other plaintiffs and defendants listed on your court
papers.

The court may postpone your trial for 15 days or more.

Who do | have to serve?

If you are suing a person (or people)—not a business or
public entity—serve each person you are suing. For
example, if you were in a car accident and you are suing
the owner and the driver of the car, you must list the
names of the owner and the driver on your claim and
serve both people.

Examples:

If the owner and driver are the same person:
Lee Smith, owner and driver

If the owner and driver are not the same person:
Lee Smith, owner and driver
Bob Smith, owner

If you are suing a business, an association, or a public
entity, read form SC-104C, How to Serve a Business.

@ Need help?
Your county’s Small Claims Advisor can help

for free.

Or go to “County-Specific Court Information” at
www.courts.ca.gov/selthelp-smallclaims.htm

Rev. November 1, 2021

What Is “Proof of Service”?
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. Clerk stamps date here when form is filed.
SC-104 Proof of Service

Use this form to serve a person, a business, or a public entity. To learn more
about proof of service, read What Is "Proof of Service"?, Form SC-104B. To
learn more about how to serve a business or entity, read How fo Serve a
Business or Public Entity, Form SC-104C.

To serve a business, you must serve one of the following people:

* Owner (for a sole proprietorship)

* Partner (for a partnership) or general partner (for a limited partnership)

* Any officer or general manager (corporation or association)

* Any person authorized for service by the business (corporation, association,

general partnership’ llmlted partnership) Fill in court name and street address:
* Any person authorized for service with the Secretary of State (corporation, Superior Court of California, County of San Diego
association, limited liability company [LLC], limited liability partnership CENTRAL DIVISION, SMALL CLAIMS,

.. . 330 W. BROADWAY , SAN DIEGO, CA 92101
[LLP], limited partnership)

To serve a public entity, you must first file a claim with that entity, then
serve one of the following people:
¢ Clerk (of a city or county)

* Chief officer or director (of a public agency) Fill in case number, case name, hearing date,

. . . day, time, and department below:
* Any person authorized for service by the entity L L
. . . Case Number:
@ a. If you are serving a person, write the person’s name below:

. . . . . Case Name:
b. If you are serving a business or entity, write the name of the business

or entity, the person authorized for service, and that person’s job title:

Hearing Date:

Business or Agency Name

Time: Dept.:

Person Authorized for Service Job Title
@ Instructions to Server:
You must be at least 18 years old and not be named in this case. Follow these steps:
» Give a copy of all the documents checked in@ to the person in @, or

» Give a copy of all the documents checked in@ to one of the following people:
a. A competent adult (at least 18) living with, and at the home of the person in @, or
b. An adult (at least 18) who seems to be in charge at the usual workplace of the person in @, or
c. An adult (at least 18) who seems to be in charge where the person in @usually receives mail
(but not a U.S. Post Office box), if there is no known physical address for the person in@.
and mail a copy of the documents left with one of the adults in a, b, or ¢ above to the person in @
THEN
* Complete and sign this form, and

* Give or mail your completed form to the person who asked you to serve these court papers, in time for
the form to be filed with the court at least 5 days before the hearing.

@ | served the personin (1) a copy of the documents checked below: O
a. [] SC-100, Plaintiff’s Claim and ORDER to Go to Small Claims Court ) ( W
b. [ sc-120, Defendant’s Claim and ORDER to Go to Small Claims Court = @;‘_L/J

c¢. [ Order for examination (This form must be personally served. Check the form that was served):

Note: The court can issue a civil arrest warrant if the served party does not come to court only if the order for
examination was personally served by a registered process server, sheriff, marshal, or someone appointed by the court.

(1) [ SC-134, Application and Order to Produce Statement of Assets and to Appear for Examination
(2) [ AT-138/EJ-125, Application and Order for Appearance and Examination
d. L] Other (specify):

JRudif:iaI Council of California, I.A/wwAcuudinfo.ca,gov Proof of Service SC-104, Page 1 of 2
evised January 1, 2009, Optional Form . 9
Code of Civil Procedure, §§ 116.340, 415.10, 415.20 (Small Claims)
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Case Number:

Case name:

@ Fill out “a” or “b” below:
a. [] Personal Service: | personally gave copies of the documents checked in @ to the person in @:
On (date): At (time): (Jam. [Jp.m.
At this address:

City: State: Zip:

b. O Substituted Service: | personally gave copies of the documents checked in @ (a, b, or d) to (check one):

[] A competent adult (at least 18) at the home of, and living with the person in@ ,or
[ An adult who seems to be in charge where the person in@ usually works, or

[ An adult who seems to be in charge where the person in@usually receives mail, or has a private
post office box (not a U.S. Post Office box), if there is no known physical address for the person in@

| told that adult, "Please give these court papers to (name of person in @
| did this on (date): At (time): (lam. [ p.m.
At this address:

City: State: Zip:
Name or description of the person | gave the papers to:

After serving the court papers, | put copies of the documents listed in @ in an envelope, sealed the envelope,

and put first-class prepaid postage on it. | addressed the envelope to the person in @ at the address where |
left the copies.

I mailed the envelope on (date): from (city, state):
by leaving it (check one):
a. [] AtaU.S. Postal Service mail drop, or

b.[] Atan office or business mail drop where I know the mail is picked up every day and deposited with the
U.S. Postal Service, or

c.[.]  With someone else I asked to mail the documents to the person in @ and | have attached that person’s
completed Form SC-104A.

@ Server’s Information

Name: Phone:

Address:
City:

State: Zip:

Fee for service: $

If you are a registered process server:

County of registration: Registration number:

@ I declare under penalty of perjury under California state law that | am at least 18 years old and not named in this
case and that the information above is true and correct.

Date:
Type or print server’s name Server signs here after serving
Revised January 1, 2009 Proof of Service SC-104, Page 2 of 2
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SUPERIOR COURT OF CALIFORNIA, COUNTY OF SAN DIEGO
SMALL CLAIMS COURT

INFORMATION FOR SMALL CLAIMS PARTIES

This form provides information for the party filing a small claims case. For additional information about small claims court, visit the Superior Court’s
website at www.sdcourt.ca.gov.

>

>

Interpreter: If you have a small claims trial scheduled and need an interpreter, complete the Interpreter Request/Cancellation form (SDSC
Form #ADM-348) as far in advance of your trial as possible. The form can be brought to the business office during business hours, placed
in the drop box or mailed to the court location noted on your paperwork. The court will try to schedule an interpreter for the date and time of
your trial at no cost to you, but cannot guarantee that one will be available. Alternatively, you may bring an adult, who is not a witness on
this case, or an attorney to interpret for you. CANCELATION OF INTERPRETER: IT IS THE RESPONSIBILITY OF THE PARTY FOR
WHOM AN INTERPRETER WAS REQUESTED, OR HIS/HER ATTORNEY, TO NOTIFY THE COURT IMMEDIATELY IF AN
INTEPRETER IS NO LONGER NEEDED.

Imaging of Documents: Effective October 2, 2017, all new claims will be assigned to an Imaging Department. You should be aware that
the electronic copy of the filed document(s) will be the official court record pursuant to Government Code section 68150. The paper filings
will be imaged and held for 30 days. BE ADVISED: The original documents will be destroyed and recycled. Thus, DO NOT attach
original documents or exhibits to your filings. Original documents necessary for a hearing or that are being submitted per the terms of
an order granting permission to appear telephonically, shall be lodged in advance pursuant to California Rules of Court, rule 3.1302(b). The
preferred method to lodge documents is to complete the Notice of Lodgment — Small Claims form (SDSC Form #SC-061).

Serving the Paperwork: You are responsible for having your claim served upon the other party. The person who performs the service must

complete a proof of service form and return it to the court at least five (5) days prior to the trial. For more information, see What is “Proof of

Service”? form (JC Form #SC-104B). The most common ways to serve a party include the following:

e Professional process server: These are businesses whose sole function is to serve legal papers. They will complete and file the Proof
of Service (JC Form #SC-104).

e Any individual at least 18-years-old and not a party to the lawsuit: He or she must fill out and file the Proof of Service (JC Form #SC-104)
with the court at least five (5) days prior to the trial.

e Certified Mail, sent by the court: For a fee (see the court’'s Fee Schedule (SDSC Form #ADM-001), available on the court’s website, for
the current fee amount), the court will send the claim to the other party by certified mail. Certified mail is not a guaranteed method of
service and the fee is not refundable. If someone other than the addressee signs the green certified mail card or it is returned unsigned,
the service of process is invalid. The clerk will provide you with a tracking number. All inquiries re: tracking and/or delivery must be
addressed with the U.S. Postal Service. You may track your mailing online using the U.S. Postal Service’s website at www.usps.com.

e If you are requesting the court to send Certified Mail, your name and address will be listed on the green certified mail card as the “sender”,
and certified mail envelope as the return address. BE ADVISED: You are responsible for filing with the court the original signed
green card as proof of service. The preferred method of filing the original green card is to attach it to the Return Receipt for Certified
Mail — Original Green Card (SDSC Form #SC-060).

Reguest to Postpone Trial: A reset or continuance of trial may be requested as follows:

e Request for Reset: If the defendant HAS NOT been served, the clerk’s office will reset the trial ONE time only. All requests for reset
must be made in writing, preferably on a Request to Postpone Trial (JC Form #SC-150), at least two (2) court days prior to the original
trial date. Requests received by the court less than two days before the trial will be considered by the judicial officer. It is possible that
no decision will be made with regard to the request until the trial date. No fee is required.

o CERTIFIED MAIL: The clerk’s office can only reset the trial if the certified mail was returned unclaimed/undeliverable. If the
certified mail envelope has not been returned, the request for reset must be made in court on the trial date.

e Request for Continuance: If the defendant HAS been served, the clerk may grant no more than ONE continuance per party. All
requests for continuance must be made in writing, preferably on a Request to Postpone Trial (JC Form #SC-150), at least ten (10)
calendar days before the trial date (see Code Civ. Proc. 8§ 116.570) and the appropriate fee must be paid (see the court's Fee
Schedule, available on the court’s website, for the current fee amount). The party requesting the continuance should mail or personally
deliver a copy of the request to each of the other parties. Requests received by the court less than ten days before the trial will be
considered by the judicial officer. It is possible that no decision will be made with regard to the request until the trial date.

o0 CERTIFIED MAIL: The clerk’s office can only process a continuance on a case served by certified mail if the green certified mail
card was returned signed. If the green certified mail card is returned unsigned the request will be forwarded to the judicial officer
for consideration. It is possible that no decision will be made with regard to the request until the trial date. Continuance requests
received in cases with multiple defendants with one or more outstanding certified mail green card(s), will be forwarded to the judicial
officer for consideration. It is possible that no decision will be made with regard to the request until the trial date.

Failure to appear at the scheduled trial may result in the case being dismissed (see SDSC Local Rule 2.4.4). If the court dismisses
the case without prejudice, you may be able to refile your case after paying a new filing fee. If your case is dismissed with prejudice, you
may not refile your case.

Change of Address or Phone Number: You must advise the court of any change of address or telephone number by filing a Notice of Change
of Address or Other Contact Information (JC Form #MC-040). Judicial Council forms may be found at www.courtinfo.ca.gov.

SDSC SC-026 (Rev. 9/17) INFORMATION FOR SMALL CLAIMS PARTIES
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PARTY WITHOUT ATTORNEY (Name and address): FOR COURT USE ONLY

TELEPHONE NO.: FAX NO.(Optional):
EMAIL ADDRESS (Optional):

SUPERIOR COURT OF CALIFORNIA, COUNTY OF SAN DIEGO
CENTRAL DIVISION, SMALL CLAIMS, 330 W. BROADWAY, ROOM 225, SAN DIEGO, CA 92101

PLAINTIFF(S)

DEFENDANT(S)

CASE NUMBER
REQUEST FOR DISMISSAL — SMALL CLAIMS

To the clerk of the court:
I am the [ plaintiff [] defendant in this case and | am asking the court to dismiss (select one of the following):
O all claims | have in this case as to all parties.

[] the claim | have in this case as to only.
(name of party)

| am asking the court to dismiss the claim or party above (select one of the following):

O without prejudice (disposes of the lawsuit and any claim about the same facts or dispute can only be filed before
the legal deadline). You may wish to seek legal advice for clarification.

[0 With prejudice (disposes of the lawsuit permanently). | understand that | am giving up the right to file another
claim against defendant(s) about the same facts or dispute. You may wish to seek legal advice for clarification.

Date:
Type or Print Name Signature of Party (or authorized agent, including title)
Date:
Type or Print Name Signature of Party (or authorized agent, including title)

NOTE: IF A CLAIM OF DEFENDANT HAS BEEN FILED, DISMISSAL OF THE PLAINTIFF’S CLAIM WILL NOT
DISMISS THE CLAIM OF THE DEFENDANT, NOR WILL THE DISMISSAL OF A CLAIM OF DEFENDANT
DISMISS A PLAINTIFF’S CLAIM.

DO NOT USE THIS DISMISSAL FORM IF JUDGMENT HAS BEEN RENDERED. YOU MAY WISH TO SEEK LEGAL
ADVICE.

SDSC SC-044 (Rev. 12/14) REQUEST FOR DISMISSAL - SMALL CLAIMS




SUPERIOR COURT OF CALIFORNIA, COUNTY OF SAN DIEGO

PRE-TRIAL CHECKLIST — SMALL CLAIMS TRIALS
REMOTE AND IN-PERSON APPEARANCES

This document provides information to assist parties who are appearing remotely or in-person for a trial.

SERVE the Plaintiff’s Claim and Order to Go to Small Claims Court (JC Form #SC-100) or Plaintiff’s
Claim and Order to Go to Small Claims Court (COVID-19 Rental Debt) (JC Form #SC-500) on each
named Defendant. The most common ways to serve a party include:

« Option 1 — Pay the court a fee to mail the claim by Certified Mail. See the court's Fee Schedule (SDSC
Form #ADM-001) for the fee amount. Note: This is not a guaranteed method of service, and the fee is not
refundable.

« Option 2 — Ask any individual at least 18 years-of-age, and not a party to the lawsuit, to serve one copy of
the claim and the Notice of Case Assignment to EACH named defendant.

« Option 3 — Hire a professional process server to perform service.

COMPLETE and SUBMIT the Proof of Service Small Claims (JC Form #SC-104) a minimum of five
days prior to the trial.
« A separate Proof of Service (JC Form #SC-104) MUST be filled out for EACH named defendant.
« For additional information, see What is “Proof of Service”? (JC Form #SC-104B).
« For ANY additional questions about service of process, contact the Small Claims Legal Advisor at
(858) 634-1777.

If you are UNABLE TO SERVE the defendant, see Information for Small Claims Parties (SDSC Form
#SC-026) for information regarding how to request a reset or continuance of the trial date. For any
additional questions, contact the Small Claims Legal Advisor at (858) 634-1777.

REQUEST an Interpreter in advance of the hearing.

o If an interpreter is needed for a scheduled small claims hearing, complete the Interpreter
Request/Cancellation Form (SDSC Form #ADM-348) as far in advance of the hearing as possible. The form
can be brought to the business office during business hours or mailed to the court location noted on the
paperwork. The court will try to schedule an interpreter for the date and time of the hearing at no cost, but
cannot guarantee that one will be available. Failure to provide the court with adequate notice may result in
the matter being continued.

PUT TOGETHER and ORGANIZE all documents that will be used as exhibits for the case.
« Trial exhibits must be exchanged with all parties named in the case prior to the scheduled trial date. Failure
to exchange exhibits with all parties may result in the court not considering the items at the trial.
« Trial exhibits may be submitted to the court by any of the following methods:

o Electronically using the Small Claims Trial Exhibit Application. For more information on how to submit

exhibits electronically, visit the court’s website at www.sdcourt.ca.gov; click on Online Services,
Appearing for Hearings, and then Small Claims Hearings.
NOTE: When submitting exhibits via the court’s online application, attachments are restricted to 20 MB.
If the file is larger than 20 MB, hard copies must be sent via U.S. Mail to the court. Exhibits submitted via
the court’s application MUST be in the format listed below. Exhibits submitted in any other format WILL
NOT be accepted.

Exhibit Type Format

Text .txt (ASCII characters only)
PDF .pdf

Word .doc, .docx

Image .png, .jpg. .jpeg

Video .mp4

o By U.S. mail addressed to the court location at which the case is assigned. Include a cover sheet with
your name, the case number, case name, and hearing date. Include a self-addressed, stamped envelope
large enough to return the exhibits.

o By depositing the exhibits in the Central Small Claims Business Office drop box. Include a cover sheet
with your name, the case number, case name, and hearing date. Include a self-addressed, stamped
envelope large enough to return the exhibits.

o Trial exhibits may be brought to court if appearing at the trial in-person.

SDSC SC-064 (Rev. 10/21) PRE-TRIAL CHECKLIST — SMALL CLAIMS TRIALS Page 1 of 2
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« Exhibits that are submitted electronically, by mail, or by drop box, must be submitted to the court at least 10
court days before the scheduled trial date. DO NOT SEND ORIGINAL DOCUMENTS. Exhibits will not
be returned. Exhibits submitted less than 10 court days before the trial may result in the judicial
officer not considering the items.

Note: Exhibits should not be submitted at the time of filing a new claim. Exhibits received without a
trial date having been scheduled will not be accepted. The court will only accept exhibits for cases
that have a trial date scheduled.

« Pursuant to SDSC Local Rule 2.5.6, “...Exhibits must be legible and complete, and not require use of another
resource to hear or view the exhibit.” The following are specifically prohibited and ARE NOT ALLOWED for
exhibit submission:

Compact Discs (CDs)

o Digital Video Discs (DVDs)

o Other types of digital storage devices

o)

)

o]

USB flash drive (thumb drive)
External file-sharing links such as Google Drive.
« If any exhibit is more than one page, each page must be numbered in sequential order, e.g., 1, 2, 3, and
so forth.

PREPARING for a remote appearance
« Prior to the date of the hearing, download the free Microsoft Teams App on a mobile device or computer.
Refer to Instructions on appearing remotely or by telephone below for additional information.
« Parties may also appear by telephone for a remote hearing. Refer to Instructions on appearing remotely or
by telephone below for additional information.

GATHER any witnesses needed for the case.
« Whether proceeding in-person or remotely, make sure the witnesses are informed on how to appear.
Witnesses should be aware of the hearing date and time. If appearing remotely, ensure that witnesses
will appear through the Microsoft Teams App for the hearing.

o Prior to the date of the hearing, make sure the witnesses download the free Microsoft Teams App on a
mobile device or computer. Refer to Instructions on appearing remotely or by telephone below for
additional information.

« Witnesses may appear by telephone for a remote hearing. Refer to Instructions on appearing remotely or
by telephone below for additional information.
« For information regarding the subpoena process, contact the Small Claims Advisor at (858) 634-1777.

INSTRUCTIONS on appearing remotely or by telephone.
« Instructions on appearing remotely or by telephone may be found on the court’s website at
www.sdcourt.ca.gov, click on Online Services, Appearing for Hearings, and then Small Claims Hearings.

If you are UNABLE TO ATTEND the hearing date due to an emergency:
« Review the Authorization to Appear (JC Form #SC-109) to see who is eligible to appear on your behalf. This
form may be found on the court’'s website at www.sdcourt.ca.gov.

ON THE DAY OF THE SMALL CLAIMS TRIAL:

O

If appearing remotely or by telephone, connect to the San Diego Superior Court department listed
on the Plaintiff’s Claim and Order to Go to Small Claims or Notice of Hearing (JC Form #SC-100) or
Plaintiff’s Claim and Order to Go to Small Claims Court (COVID-19 Rental Debt) (JC Form #SC-500).
Refer to Instructions on appearing remotely or by telephone above for additional information.

« Check-in with the courtroom clerk or designated staff 30 minutes before the hearing. Follow all directions
provided by the clerk.

« An opportunity to mediate the case prior to trial may be available. For additional information, see Mediation
Information for Small Claims Parties form (SDSC Form #SC-063) or visit the court’'s website
www.sdcourt.ca.gov, and click on Divisions, Civil, Small Claims, and then Small Claims Mediation Services.

« Have exhibits organized and ready to present to the court. These are the same exhibits sent to the court and
the other parties in preparation for the trial.

« Additional department requirements or information may be provided by the courtroom clerk or designated
staff on the day of trial. Follow all directions provided.

SDSC SC-064 (Rev. 10/21) PRE-TRIAL CHECKLIST — SMALL CLAIMS TRIALS Page 2 of 2
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SUPERIOR COURT OF CALIFORNIA, COUNTY OF SAN DIEGO
SMALL CLAIMS COURT

MEDIATION INFORMATION FOR SMALL CLAIMS PARTIES

This form provides answers to frequently asked questions about mediation in small claims cases.

What is Mediation?

Mediation is a confidential, voluntary process in which a trained mediator acts as a neutral third party to facilitate
communication between individuals who have a dispute, and assist them with reaching a mutually acceptable
resolution of all or part of their dispute. The mediator is not the decision-maker and does not resolve the dispute -
the parties do. Mediation is a flexible and less formal process that may reduce the time and costs often associated
with a formal trial. It provides both parties a chance to talk and come to an agreement that they can agree to make
legally enforceable.

What does mediation cost?
Mediation is free. The County of San Diego contracts with the National Conflict Resolution Center (NCRC) to offer
free mediation services to community members.

Is mediation confidential?

Mediation is confidential. With few exceptions, all communications, negotiations, or settlement discussions in the
course of mediation are confidential and are not admissible in court, unless the parties agree. This allows an
uninhibited discussion during mediation.

When does mediation take place?

A dispute can be mediated either before or after a small claims case has been filed. If the dispute is mediated
before filing a case and an agreement is reached at the mediation, there will be no need to file a small claims case.
If a case has already been filed, the agreement reached at the mediation can be entered into the court record
without having to go to court.

Where is mediation held?
Mediation is offered remotely by telephone or video conferencing.

How long does mediation last?
Mediation of a small claims dispute usually lasts less than an hour.

What should parties expect?
Parties should be prepared to state their positions and to listen carefully to the other side. Civility and mutual
respect are vital to the process.

What if the dispute isn’t settled at mediation?

If the parties are unable to reach a full agreement at mediation, the case or any unresolved issues will be decided
by the judicial officer or temporary judge assigned to the small claims case on the day the hearing was originally
scheduled. If mediation occurs before filing a small claims case and the parties do not reach a full agreement,
either party may still be able to file a small claims case with the court, if it is not too late (see below).

Claims may be time-sensitive. To determine the time frame for filing a claim with the court, contact an attorney or
the Small Claims Advisor at (858)634-1777.

Where can more information about Small Claims Court mediation be found?
Additional information about Small Claims Court mediation can be found on the court's website at
www.sdcourt.ca.gov or by contacting NCRC at (619)238-2400.

SDSC SC-063 (Rev. 6/20) MEDIATION INFORMATION FOR SMALL CLAIMS PARTIES
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