Filing a Small Claims Case

How To Seminar Series



Webinar Overview

v General small claims information & process overview
v' Required forms & related fees

v" Electronic form preparation & filing

v Methods of collection post judgment

v" Available contacts & resources
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The Clerk’s Courts Department

2075 Martin Luther King Jr. Blvd, 15t & 2" floors, Fort Myers

1039 SE 9t Place, 2" floor, Cape Coral (limited services)

Contact #: 239-533-5000

Email: Courts@leeclerk.org

leeclerk.org



Small Claims Fast Facts

What are Small Claims?

Disputes involving money damages where the amount at issue
does not exceed $8,000.00 excluding costs, interest and
attorneys' fees.

May involve:
Contract disputes | Property damage | Debt collection

You can represent yourself
Or seek assistance of counsel
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Small Claims: General Information

When deciding whether or not you

should file a lawsuit, you should
consider:

e a
Have | tried all possible and/or reasonable means

to reach a settlement?
- J
4 )
Do | have, or am | able to obtain, the necessary

evidence to prove my claim?
N J

4 )
Do | know the correct legal name and address of

the defendant(s)?
-
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Small Claims: General Information

Suing an Individual Suing an Corporation

You will need: You will need:

e R
The exact name of the corporation as on file with the

The exact name and address of the . A ;
person/persons to be sued kDIVISIon of Corporation in Tallahassee (SunBiz). )

r R
The name of the Registered Agent and the address
where the Registered Agent may be served

N Y,

r R
May contact 1-850-488-9000 or visit the Division of

Corporate Information's online information center.
_ Y,
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https://dos.fl.gov/sunbiz/search/
https://dos.myflorida.com/sunbiz/

Citizen Dispute Settlement Program

Court alternative program under the direction of

the Court Administrator’s Office

Available to help disputing parties negotiate mutually beneficial
solutions to their problems with the aid of a mediator

Professionally trained volunteers in mediation, communication,
and conflict resolution techniques

All parties must choose to participate

Additional Information:
Citizen Dispute Settlement Program | 239-533-1595
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https://www.ca.cjis20.org/Programs/Alternative-Dispute-Resolution/citizendisputesettlement.aspx

Small Claims: Overview

Filing the Attending the
Completing forms & Serving the Pretrial
the forms paying the defendant(s) Mediation
filing fee® Hearing
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Small Claims: Filing a Claim

4 )
In person
2075 MLK Blvd, 2" floor, Fort Myers
NS J
4 . )
By mail
P.O. Box 310, Fort Myers 33902
- J
e ] )
Electronically
TurboCourt (prepare forms and eFile) | Florida Courts E-Filing Portal (eFile)

- J

Important Notes:
Provide documents relevant to your suit, such as contracts,
invoices, bills, and/or receipts

One copy for the court file and one copy for the defendant(s)
Original documents should be brought to the hearing
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https://turbocourt.com/go.jsp?act=actShowStateGlobal&tmstp=1680532440200&id=170
https://www.myflcourtaccess.com/authority/

Small Claims: Filing In-Person

Fort Myers location only

Provide the required & completed forms
Supplemental and/or supporting documentation for your claim

Pay the filing fee
Or apply for indigency (waiver)

Provide service to the other party
Defendant
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Small Claims: Forms

Forms can located in our online Forms Library

or the Honorable Linda Doggett Self-Help Center

General Information:
Small Claims Information Sheet

Forms needed to open a Small Claims case:
Civil Cover Sheet | Statement of Claim |
Summons to Appear for Pretrial Conference/Mediation
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https://www.leeclerk.org/services/forms-library
https://www.leeclerk.org/home/showpublisheddocument/474/637852582209800000
https://www.leeclerk.org/home/showpublisheddocument/8538/637354354362470000
https://www.leeclerk.org/home/showpublisheddocument/478/637363780056570000
https://www.leeclerk.org/home/showpublisheddocument/480/638121266573630000

Small Claims: Fees

Claims less then $100.00

Claims $100.00 to $500.00

Claims $500.01 to $2,500.00

Claims $2500.01 to $8,000.00

Certified mail, per defendant

Additional charge for each defendant over five
For issuance of summons (each)

55.00
$80.00
$175.00
$300.00
$7.38
$2.50

$10
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http://www.leeclerk.org/fees

Small Claims: Methods of Service

Lee County Sheriff’s Office (LCSO)

2072 Victoria Ave, Fort Myers | 239-477-1353 | Service fee of $40, per defendant
| Made payable to the LCSO

Process Servers
Private entities | Fees determined by the individual server

Certified Mail
Available for Florida addresses only | Must be sent by the Clerk | Applicable fees
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Small Claims: Out of County/State Service

You will need to contact the County where the

defendant resides to obtain the following information:

i The law enforcement agency that serves summonses
i The cost associated with serving each summons

~N

The acceptable payment method(s)

i The agency's mailing address |

Once you have obtained this information:

Complete the forms and return to the Clerk’s office, along
with the filing and service fees
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Small Claims: Pretrial Mediation Hearing

Once the case is opened, the Clerk will issue a Pretrial

Mediation hearing date

i Currently held remotely (via Zoom) |

i Attendance is mandatory |
i At this time, both parties can decide to come to a resolution |
i If there is no resolution, judge will decide on the next steps |

leeclerk.org




Small Claims: TurboCourt Electronic Filing

i Electronic filing service, available 24/7 |
i Nominal processing fee |
i Case can be fully initiated online |
i Can be used for form prep or both form prep & filing |
i Allow 2-business days for the case to be opened |
i Summons will get emailed to you for service |
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Small Claims: TurboCourt Electronic Filing

- Courts Departments » Courts »

Alimony & Child Support Small Claims

Appeals

www.leeclerk.org/smallclaims

Share & Bookmark  Font Size:

Attorney Resources

+ Court Case Records

Civil Disputes of $8,000 or less

Pleased be advised, all attorneys filing PIP {insurance) claims, must follow
Administrative Order 1.20 &.

Domestic Violence & v Related Forms

Injunction for Protection
v Fees & Surcharges

Evictions

v How to File
Family Law & Divorce
v Forms and Fees Related Links
Guardianship

* ContactUs
v Qut-of-State Services

Judicial Calendaring
Forms
¥ Claims on Insurance Company

_|_
Jury Duty + TurboCourt &

Juvenile v Method of Collection

Free viewers are required for some of the attached documents.
They can be downloaded by clicking on the icons below.

Probate n @

Mental Health
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http://www.leeclerk.org/smallclaims

Small Claims: TurboCourt Electronic Filing

TURB®COURT

Relax. We're in Your Court. Powered by Geogle Translate Timeout in 29 min
Prepare Your Court Case Online

Fast, Easy & Secure

For faster answers to your Usemame or Email
questions click Submit Help

Request to contact our
Customer Support team.

Take a Video Tour.

TURB®COURT (Sl Largago ]

Relax. We're in Your Court. Powered by Google Translate Timeout in 30 min

Answer our easy-to-follow questions. We'll guide

i We will help you file and get ready for your next
you every stap of the way. We will fill out the exact forms and papers you need.

steps.

It's as easy as that - a do-it-yourself service that's fast and stress-freel

FILING INFORMATION

"As a defendant pro perin a

Pima County Superior Court, e
| can't tell you how much | - . . ® Start new filing
appreciate your service Available in M et i

Filing is 50 easy and saves
one heck of a lot of paper. |

only wish that the older Small Claims: Electronically File

esfablished law fimms would

get with the program and We will help to prepare your forms, process the required court filing fees, and electronically deliver (where available) your filing to the court. If you prefer to print
stap snail-mailing stuff your forms and file your documents with the court in person or by mail, this option will also be available

— Blue Skies, Anne Hopkins =
c Landlord-Tenant Disputes

more Evictions and other landlord-tenant disputes

Family Law

Resources Divorce and other family law matters

Ehelan Domestic Violence Protection
Facebook Domestic, Repeat. Sexual, Dating Violence, and Stalking

FOLLOW Us ON Ewikker

A

CLERK OF THE COURT
& COMPTROLLER

LEE COUNTY, FLORIDA

Subject to service availability. Some restrictions may apply.

m Forms produced by this system are in Acrobat PDF file format. If you do not have the Acrobat Reader. you can download the free reader software from the Adobe Systems site. This site will provide the prog

your computer. Welcome to the Lee County Clerk of Court's TurboCourt DIY forms. Please sign up or log in te begin preparing your forms. Need

help? Visit the Seli-Help Center

Privacy Policy | Webmasters - link to us

SMALL CLAIMS: ELECTRONICALLY FILE
IN FLORIDA

Small Claims, Big Headaches. TurboCourt Makes it Easier.
When it comes to hassles, there is nothing small about Small Claims. TurboCourt is here for you to provide the simplest, most reliable
way to prepare your legal documents online.

JURISDICTION* |Lee V| check your fees

LOCATION®  [Lee County Justice Center v [
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Small Claims: Starting the Filing

TURBeC OURT Ei?ifﬁg:if;aimezd [Home] [Frotiie] [Heip] [About]

Relax. We're in Your Court. Powered by Google Translate Timeout in 30 min

vsermens | Florida - Small Claims: Electronically File

e Start new filing Small Claims, Big Headaches. TurboCourt Makes it Easier.
When it comes to hassles, there is nothing small about Small Claims. TurboCourt is here for you to provide the simplest, most reliable
way to prepare your legal documents online.

) Select jurisdictis

) Messages

o Becent sfilings You Are Filing In Lee - Lee County Justice Center

o My forms
My profile | am starting a new case in this court
My payments Case Category *| Small Claims v
» Pay t method
s Case Ty'pel* -- select case type -- e %
o Check eService status — select case type —
o Address book . 1am filing intc atter involving claims less than $100 2lpw.
IMatter involving claims more than $100 but less than $500 ]
o My help requesis Year| \atter involving claims mere than $501 but less than $2500 it only)
To search for a b4 MALEr involving claims more than $2501 but less than $5000 nthe first field, then case sequence number in the second
field. IMatter involving claims more than $5001 but less than $8000

Example: For 2017-678, 2017 is the year and 678 is the sequence number.
Please contact the court it you do not know the year or sequence number for your case.

Previous Next
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Small Claims: Introduction

Introduction

Welcome to the Small Claims Forms Assistance website for Lee County.
This site will help you fill out the forms you need to move forward with your legal claim.
We will ask you questions and use your answers to fill out the correct forms.
We will halp you along the way and give you a chance to make changes bafore you finish.
Form Set #7857503 has been created for you for this filing.
This Form Set is visible at the top right of this screen and all other screens in this questionnaire.
If you want to stop and come back later, click the SAVE button at the bottom of any screen to automatically save your information.

When you returmn to complete your filing, log in to your TurboCourt account and select this form set from your list of submissions.

Note: Before you proceed:
- Consider alternatives to filing_a lawsuit.

- Check if you meet the requirements for filing_a small claims lawsuit.
- Check if you meet Florida's Statute of Limitations requirements.

- Click here to leamn how to use this program.

Important: The law prohibits court personnel, including the judge, from giving legal advice or counseling to any party.
TurboCourt (including the TurboCourt program and TurboCourt personnel) does not provide legal advice or counseling to any party.
If you have guestions that you are unable to answer by reference to this program or your own research, you may want to consult an attorney.

Note: You have the right to a jury trial. If you would like to request a jury trial, your request must be filed together with this filing.
An attachment placeholder will be available at the end of this program.
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Small Claims: Plaintiff Information

Section 2 Section &

Section 1 Section 3 Section 4 Section § Section B Section 7 Complete

Getting Plaintiffs Defendants Claim Info Additional Payment Final Review  Preview & Your filing
Started Document{s) Options Print

Plaintiff #1 - Yesenia Williams - Information
@ Plaintiff #1 - Yesenia Williams -
Information

Important: The party that starts the small claims lawsuit is the plaintiff.
The plaintiff who will be signing the claim should be listed on this page.

Plaintiff Type: * [Individual

Provide the following information about this person:

First Name * |Minnie |

Middle Name or Initial | |

Last Name * |Mouse | Suffix, if any
Assumed Name/Alias Type [ select -- ~|

Your current mailing address (as listed in your profile) is 3207 Cypress Legends Circle 123, Fort Myers, FL 33905, USA

[[J Chack here if you want to provide a different mailing addrass.

Telephone Number * (|23g 123 |-Jase7  |x] |

Email Address * |ywil|iams@|eeclerk.org |

Important: If your address, telephone number, or email changes after you file your case, you must notify the
Clerk and the opposing party(ies) of the new contact information by filing a Notice of Change of Address form with the Clerk and
sending a copy to all parties.

| [J Check here if you want to list additional plaintiffs. |

Clicking the Next button automatically saves the data to your TurboCourt account.
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Small Claims: Defendant Information

Defendant #1 - - Information

Important: The party against whom the small claims lawsuit is filed is the defendant.
It i= crucial to your case to sue the correct defendants and in the correct capacity.

Defendant Type: * [Individual v]

Note: For individual defendants, provide the defendant's home address.
For sole propristorships, provide the home address of the owner.

Provide the following information about this person:

First Name * |Donald |

Middle Name or Initial | |

Last Name * |Duck | Suffix, ifany

Assumed Name/Alias Type [ select - ~]
Mailing Address *

Address * |123 Quack Street |

I |

City * |Fort Myers |

State * [ Florida v]

Zip Code * Check Zip Code at usps.com
Telephone Number (1123 |y[456  |-[7896 x| |

Email Address | |

[ Check here if you want to list additional defendants.

Clicking the Next button automatically saves the data to your TurboCourt account.
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Small Claims: Claim Information

Important: Y¥ou must submit copies of any paperwark: or documents that vou plan to use fo substantiate your claim together
with your filing. An attachment placseholder will be available at the end of this program.

Enter the amount of your claim (not including the costs of this action): * g IHII]U

Provide an explanation of the nature and facts of your case and your allegations: *

[ 14 lines max - Do not type all CAPITAL letters.] [ 108 of 1190 ]

The defendant hit my car and did not have car insurance. My headlight was broken and it
needs to be repaired.

Clicking the Next button automatically saves the data to your TurboCourt account.

=

A

>>e
772 @ e
',//__\\‘
P NN ?
Z
p)
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Small Claims: Claim Information

Additional document(s)

Important: The system will automatically generate the statement of claim for you.
If required, an attachment placeholder will be available to attach fee waiver documents.,

“ou will have an opportunity to attach supporfing documentation (such as receipts, contracts, etc.} to your statement of claim later on in
this program. If you want to attach any other decuments {such as motions, etc,) to your filing, please select them from the list. You may file

up fo 10 addifional documents in one submission.

@ Check here if you want to upload additional documents in support of your claim.

Clicking the Next button automatically saves the data to your TurboCourt account.

mmﬂ

r a lawyer. We recommend that you seek legal advice by consulting with a lawyer.

=

P8 <
'///__\\‘
P NN ?
Z
p)

=

e
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Small Claims: Payment Information

Payment Options

There is a filing fee due for this submission. If filers want to apply for a fee waiver, an Application for Civil Indigence Status
fomm must be completed for each filer and filed with this submission. An attachment placeholder will be available at the end
of the program to attach the fee waiver document(s).

Please select the option that best applies to your situation: *

Filers will pay the filing fee

() Al filers are applying for a fee waiver

If you do not qualify for a fee waiver, you will be invoiced for the required filing fee. You may also
be subject to additional fees.

Clicking the Next button automatically saves the data to your TurboCourt account.
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Small Claims: Next Steps

Next Steps
1. When filing your lawsuit you will need:

« Orginal copy of the completed Statement of Claim , form 281-3 and the Summons, form 251-4.
+ | your claim is based on written documentation, attach it to the Statement of Claim form and to the copy for each defendant.

Note: Please have sufficient copies of your substantiating documents copied prior to the time of filing. You will need a copy for the court file, and a copy for each defendant named in your case (also keep a copy for your records). There is a $1.00
per page charge for all copies made by the Clerk’s Office. (Florida Statue 28.24)

2. At the time of filing your claim you will be given:

= areceiptthat states the amount you have paid for filing
» the case number assigned to your case
« the date, fime and place of your Pre-Trial Conference

3I Each defendant must be served with copies of the Statement of Claim and Summons

Notification of the lawsuit (service) may be obtained in one of the following ways:

Sheriff - The Lee County Sheriff's Department located at 2072 Victoria Ave., Fort Myers, FL 33901 charges 540.00 per defendant (cash, cashiers check or money order). The Sheriff's fee is separate from the Clerk's fee - do not include this fes with the Clerk's filing fee.
You may want to contact the local Sheriff for their current fees.

Special Process Server - You may obiain a list of local certified process servers from Court Administration. Server cost varies; please consult the process server of your choice.
Certified Mail - Certified mail can only be used within the State of Florida. Refer to Clerk's Fees at Clerk of Court web site for information about additional fees.

Out of State Service - Click here for more information.
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Small Claims: Review & Submission

Form Set# [ Case# @

Keyword/Matter # @ Status (@ Completed

Filing Type y File Location @

Customer Email
Modified on

Customer Name

Created on

Review and Submit Your Documents.

Review / Edit Your Answers

Fee payment information shown below does not apply to Domestic Violence Protection filings. There is no fee for Domestic Violence Protection filings.

If your forms require notarization (per instructions below), please select Print & File on the left side of your screen and make secure payment. After payment is made, you will be able to print, notarize, and upload your forms for electronic submission. Please note that court
filing and e-processing fees may be required when you submit your completed filing to the court.

According to the Florida Rules of Judicial Administration, you must serve all documenis submitted to the court or clerk on all parties to the lawsuit. If a party is represented by an attorney, service must be made upon the attorney. Service on an attorney must be made to all
e-mail addresses designated by the attorney as primary and secondary e-mail addresses for the case. If there is no designated e-mail address, the attorney must be served at the e-mail address on record with The Florida Bar
Click here to review the Florida Rules of Judicial Administration

WARNING: As an attorney or self-represented filer, you are responsible to protect confidential information under Florida Rules of Judicial Administration 2.420 and 2.425. Before you file, please ensure that you have complied with these rules, including the need to complete
a Notice of Confidential Information form or motion required under 2.420 regarding confidential information. Your failure to comply with these rules may subject you to sanctions. If you need to file Notice of Confidential Information form(s) or motion(s), a separate Notice of
Confidential Information form or metion is required for each decument in the submission. A fillable Notice of Confidential Information form is available here. To file Motice of Confidential Information form(s) or motion(s) with the court, print the form{s) or motion(s). sign and attach
below in Attach Additional Documents file the form(s) with the court.

Notice: The $10.40 processing fee is a privately charged service fee collected for use of the TurboCourt form creation application and is not waived under the Indigent Waiver provided in Florida Statute 57.081. The $10.40 payment is due before the filing can be submitted using
TurboCourt.

If you need support using TurboCourt, click Submit Help Request to contact the Customer Support Team.

LIMITATION: Total size of submission cannot exceed 50 MB. For Adobe Acrobat - use "Reduce PDF size” option to save files.

Some forms require completion, including notarization and/or signature(s). These forms must be printed, completed, then uploaded and attached to your filing before they may be electronically filed with the court. To print your forms, you must pay the provider fee. After payment
is made, when you return to TurboCourt to attach and submit your filing, you will not be charged the provider fee a second time. Please note, the court filing fee and e-processing fee will be charged when you submit your complete filing to the court.

Your Completed Forms (

'-fg Statement of Claim & view

“.. Attach Supporting Documents

Instructions: To attach a supporting document, please click on the "Attach’ link on the right. You can attach up to 3 supporting decuments to this main form g View (& Aftach (1 Remove

G view

":g Summons Form

Attach Your Documents (i )inio

This site accepts only Adobe Acrobat Portable Document Format (PDF) documents as attachments
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Small Claims: Prepared Form Example

IN THE COUNTY COURT OF THE TWENTIETH JUDICIAL CIRCUIT IN AND FOR LEE
COUNTY, FLORIDA SMALL CLAIMS ACTION

Minnie Mouse

Case No.

Fort Myers, FL 33905

Refer to this number when making mquiries

Plaintiffis)
Telephone# (239) 1234567

ywilliams@leeclerk.org

Email Address:

Vs,
Donald Duck

123 Quack Street, Fort Myers, FL 33801
Telephone: (123) 456-7896

Defendant(s)

STATEMENT OF CLAIM

Plaintiff hereby declares that Defendant owes Plaintiff the sum of § 300.00 . together
with court costs, arising out of or as a direct result of the following facts to wit:

The defendant hit my car and did not have car insurance. My headlight was broken and it needs to be
repaired.
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Small Claims: Post Electronic Filing

Allow 2-business days for:
The case to be accepted by the Clerk
The follow-up work to be performed by the Clerk (summons issuance)

Clerk will email you the summons for service
This will include the Pre-Trial Hearing date & time

leeclerk.org




Small Claims: Post Electronic Filing

NOTICE FROM LEE COUNTY CLERK OF COURT

You are receiving this email because you have submitted a document for issuance with your filing. The Clerk has abtained your email address from the Notice of Email Designation or Complaint on file.
If applicable, any required standing orders or notices for the new case type filed are also attached for service with the summons.

Please note that the Cireuit Civil Standing Order has been discontinued.

For Small Claims cases only: If you requested and paid for the Small Claim Pre-Trial Summaons(es) to be sent to the defendant(s) via certified mail by the clerk, this is your copy of the issued
summons(es).

IMPORTANT INFORMATION,/INSTRUCTIONS

Attorneys: If your case is a Small Claims PIP case, pre-trial has been waived per the Administrative Order 1.20. Please be sure to serve both the annotated Pre-Trial Summaons and Standing Order.

Pro-se Litigants: Each defendant must be served with a copy of the Summons, Complaint and any Standing Order(s), (if applicable). You are required to forward the documents for service to one of the
following options:

® Lee County Sheriff: 2072 Victoria Ave, Ft Myers FL 33901 (239-477-1353) — Fees apply
o Note: Writs of Possession must be provided to the Sheriff's Office for service

* Process Server: A list of certified process servers may be obtained from the Administrative Office of the Courts. Fees are determined by the individual server.
* Out of County/State: Contact the Sheriff of that jurisdiction for fees.

If you have any questions please contact Customer Service at 239-533-5000.

leeclerk.org




Small Claims: FL Courts eFiling Portal

4 )
Available 24/7

N J

( )
Forms can be obtained on www.leeclerk.org/forms

N\ J

( )
Completed forms can be uploaded through the portal

N\ J

4 )
Allow 2-business days for the case to be opened

N J

4 )
Summons will get emailed to you for service

N J

leeclerk.org



http://www.leeclerk.org/forms

Small Claims: Methods of Collection

Recording a Judgment
Obtain a certified copy of the final judgment

Record it with our Official Records office (fees apply)

This will place a lien against any real property in Lee County
owned now or in the future

Writ of Execution
» 15-days after the judgment has been recorded

» Procedures should be followed pursuant to Florida Statute
55.201 — 55.209

Detailed Method of Collection information available on our website

leeclerk.org


https://www.leeclerk.org/home/showpublisheddocument/458/638067866126000000
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0000-0099/0055/Sections/0055.201.html

Small Claims: Methods of Collection

Writ of Garnishment
» If there is no real or personal property to be seized under a Writ
of Execution

If a third person owes the defendant money or has the
defendant’s property in his possession, or if there is a bank
account in the defendant’s name

Note: The Clerk is unable to provide you with any legal
advice. You must perform your own legal research or
consult with an attorney for guidance with this process

leeclerk.org




Clerk Contacts & Resources

Honorable Linda Doggett Self-Help Center
Lee County Justice Center, 15t floor
Forms | Justice Navigators | Computer access

Lee Clerk’s Website

www.leeclerk.org/smallclaims
Information about the process and office | Links to other sites

Lee County Legal Aid Society
239-334-6118 | www.leecountylegalaid.org

leeclerk.org
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Connect with us
e 239-533-2763

E ywilliams@leeclerk.org

P/ \ Y .
Ammd \v\ww.leeclerk.org/subscribe

D000
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