
SMALL CLAIMS  
 

PACKET 
 

$5.00 
FILING FEES: 

CLAIMS LESS THAN $100  $ 55.00 

CLAIMS - $101 TO $500  $ 80.00 

CLAIMS - $501 TO $2500  $175.00 

CLAIMS - $2501 TO $8000  $300.00 

SUMMONS PER DEFENDANT  $ 10.00 

SHERIFF’ S SERVICE FEE  $ 40.00 

 

*CLAIMS OF MORE THAN $8000 REQUIRE AN ATTORNEY AND ARE FILED IN CIVIL 
COURT, NOT SMALL CLAIMS* 

 



FORM 1.997. CIVIL COVER SHEET 

The civil cover sheet and the information contained in it neither replace nor supplement the filing 
and service of pleadings or other documents as required by law. This form must be filed by the 
plaintiff or petitioner with the Clerk of Court for the purpose of reporting uniform data pursuant 
to section 25.075, Florida Statutes. (See instructions for completion.) 
              
 
 I. CASE STYLE 
 
    (Name of Court)    . 
Plaintiff         Case #      
         Judge      
 
vs.  
Defendant     
      
 
              
 
 II. AMOUNT OF CLAIM 
Please indicate the estimated amount of the claim, rounded to the nearest dollar. $    
              
 
 III. TYPE OF CASE (If the case fits more than one type of case,  select the most 
 definitive category.) If the most descriptive label is a subcategory (is indented under a 
 broader category), place an x on both the main category and subcategory lines. 
 
CIRCUIT CIVIL 

  Condominium 
  Contracts and indebtedness 
  Eminent domain 
  Auto negligence 
  Negligence—other 
   Business governance 
   Business torts 
   Environmental/Toxic tort 
   Third party indemnification 
   Construction defect 
   Mass tort 
   Negligent security 
   Nursing home negligence 
  Premises liability—commercial 
   Premises liability—residential 
  Products liability 

___ Real property/Mortgage foreclosure 



_____ Commercial foreclosure  

_____ Homestead residential foreclosure  

_____ Non-homestead residential foreclosure  

_____ Other real property actions  

  Professional malpractice 
   Malpractice—business   
   Malpractice—medical   
   Malpractice—other professional 
  Other 
   Antitrust/Trade regulation 
   Business transactions 
   Constitutional challenge—statute or ordinance 
   Constitutional challenge—proposed amendment 
   Corporate trusts 
   Discrimination—employment or other   
   Insurance claims 
   Intellectual property 
   Libel/Slander 
   Shareholder derivative action 
   Securities litigation 
   Trade secrets   
   Trust litigation 
 
COUNTY CIVIL 

  Civil 
  Replevins 
  Evictions 
  Other civil (non-monetary) 
 
 
 IV. REMEDIES SOUGHT (check all that apply): 
   Monetary; 
   Nonmonetary declaratory or injunctive relief; 
   Punitive 
 
 V. NUMBER OF CAUSES OF ACTION: [   ] 
 (Specify)            
              
 
 VI. IS THIS CASE A CLASS ACTION LAWSUIT? 
    yes 
    no 
 



 VII. HAS NOTICE OF ANY KNOWN RELATED CASE BEEN FILED? 
    no 
  __ yes If “yes,” list all related cases by name, case number, and court.  
             
             
              
 
 
 VIII. IS JURY TRIAL DEMANDED IN COMPLAINT?   
    yes 
    no 
 
I CERTIFY that the information I have provided in this cover sheet is accurate to the best of my 
knowledge and belief, and that I have read and will comply with the requirements  of Florida 
Rule of Judicial Administration 2.425. 
 
Signature        Fla. Bar #      
  Attorney or party      (Bar # if attorney)  
              
(type or print name)     Date     
 
FORM 1.997. INSTRUCTIONS FOR ATTORNEYS COMPLETING CIVIL 

COVER SHEET 

Plaintiff must file this cover sheet with the first document filed in the action or proceeding 
(except small claims cases, probate, or family cases). Domestic and juvenile cases should be 
accompanied by a completed Florida Family Law Rules of Procedure Form 12.928, Cover Sheet 
for Family Court Cases. Failure to file a civil cover sheet in any civil case other than those 
excepted above may result in sanctions. 
 
I. Case Style. Enter the name of the court, the appropriate case number assigned at the time 
of filing of the original complaint or petition, the name of the judge assigned (if applicable), and 
the name (last, first, middle initial) of plaintiff(s) and defendant(s). 
 
II. Amount of Claim. Enter the estimated amount of the claim, rounded to the nearest 
dollar.  The estimated amount of the claim is requested for data collection and clerical processing 
purposes and is not considered dispositive of the claim.  

III. Type of Case. Place an “X” on the appropriate line. If the cause fits more than one type 
of case, select the most definitive. If the most definitive label is a subcategory (indented under a 
broader category label), place an “X” on the category and subcategory lines. Definitions of the 
cases are provided below in the order they appear on the form. 
 
Circuit Civil 

 



 (A) Condominium—all civil lawsuits pursuant to Chapter 718, Florida Statutes, in 

which a condominium association is a party. 

 (B) Contracts and indebtedness—all contract actions relating to promissory notes and 

other debts, including those arising from the sale of goods, but excluding contract disputes 

involving condominium associations. 

 (C) Eminent domain—all matters relating to the taking of private property for public 

use, including inverse condemnation by state agencies, political subdivisions, or public service 

corporations. 

 (D) Auto negligence—all matters arising out of a party’s allegedly negligent operation 

of a motor vehicle. 

 (E) Negligence—other—all actions sounding in negligence, including statutory 

claims for relief on account of death or injury, that are not included in other main categories. 

 (F) Business governance—all matters relating to the management, administration, or 

control of a company. 

 (G) Business torts—all matters relating to liability for economic loss allegedly caused 

by interference with economic or business relationships. 

 (H) Environmental/Toxic tort—all matters relating to claims that violations of 

environmental regulatory provisions or exposure to a chemical caused injury or disease. 

 (I) Third party indemnification—all matters relating to liability transferred to a third 

party in a financial relationship. 

 (J) Construction defect—all civil lawsuits in which damage or injury was allegedly 

caused by defects in the construction of a structure. 

 (K) Mass tort—all matters relating to a civil action involving numerous plaintiffs 

against one or more defendants. 

 (L) Negligent security—all matters involving injury to a person or property allegedly 

resulting from insufficient security. 

 (M) Nursing home negligence—all matters involving injury to a nursing home 

resident resulting from negligence of nursing home staff or facilities. 

 (N) Premises liability—commercial—all matters involving injury to a person or 

property allegedly resulting from a defect on the premises of a commercial property. 



 (O) Premises liability—residential—all matters involving injury to a person or 

property allegedly resulting from a defect on the premises of a residential property. 

 (P) Products liability—all matters involving injury to a person or property allegedly 

resulting from the manufacture or sale of a defective product or from a failure to warn. 

 (Q) Real property/Mortgage foreclosure—all matters relating to the possession, title, 

or boundaries of real property. All matters involving foreclosures or sales of real property, 

including foreclosures associated with condominium associations or condominium units. (The 

amount of claim specified in Section II. of the form determines the filing fee pursuant to section 

28.241, Florida Statutes.) 

 (R) Commercial foreclosure—all matters relating to the termination of a business 

owner’s interest in commercial property by a lender to gain title or force a sale to satisfy the 

unpaid debt secured by the property.  

 (S) Homestead residential foreclosure—all matters relating to the termination of a 

residential property owner’s interest by a lender to gain title or force a sale to satisfy the unpaid 

debt secured by the property where the property has been granted a homestead exemption.  

 (T) Nonhomestead residential foreclosure—all matters relating to the termination of a 

residential property owner’s interest by a lender to gain title or force a sale to satisfy the unpaid 

debt secured by the property where the property has not been granted a homestead exemption.  

 (U) Other real property actions—all matters relating to land, land improvements, or 

property rights not involving commercial or residential foreclosure.  

 (V) Professional malpractice—all professional malpractice lawsuits. 

 (W) Malpractice—business—all matters relating to a business’s or business person’s 

failure to exercise the degree of care and skill that someone in the same line of work would use 

under similar circumstances. 

 (X) Malpractice—medical—all matters relating to a doctor’s failure to exercise the 

degree of care and skill that a physician or surgeon of the same medical specialty would use 

under similar circumstances.   

 (Y) Malpractice—other professional—all matters relating to negligence of those other 

than medical or business professionals. 

 (Z) Other—all civil matters not included in other categories. 



 (AA) Antitrust/Trade regulation—all matters relating to unfair methods of competition 

or unfair or deceptive business acts or practices. 

 (AB) Business transactions—all matters relating to actions that affect financial or 

economic interests. 

 (AC) Constitutional challenge—statute or ordinance—a challenge to a statute or 

ordinance, citing a violation of the Florida Constitution.   

 (AD) Constitutional challenge—proposed amendment—a challenge to a legislatively 

initiated proposed constitutional amendment, but excluding challenges to a citizen-initiated 

proposed constitutional amendment because the Florida Supreme Court has direct jurisdiction of 

such challenges.   

 (AE) Corporate trusts—all matters relating to the business activities of financial 

services companies or banks acting in a fiduciary capacity for investors. 

 (AF) Discrimination—employment or other—all matters relating to discrimination, 

including employment, sex, race, age, handicap, harassment, retaliation, or wages.  

 (AG) Insurance claims—all matters relating to claims filed with an insurance company.   

 (AH) Intellectual property—all matters relating to intangible rights protecting 

commercially valuable products of the human intellect. 

 (AI) Libel/Slander—all matters relating to written, visual, oral, or aural defamation of 

character.   

 (AJ) Shareholder derivative action—all matters relating to actions by a corporation’s 

shareholders to protect and benefit all shareholders against corporate management for improper 

management. 

 (AK) Securities litigation—all matters relating to the financial interest or instruments of 

a company or corporation. 

 (AL) Trade secrets—all matters relating to a formula, process, device, or other business 

information that is kept confidential to maintain an advantage over competitors. 

 (AM) Trust litigation—all civil matters involving guardianships, estates, or trusts and 

not appropriately filed in probate proceedings. 

County Civil 

(AN) Civil – all matters involving claims ranging from $8,001 through $30,000 in 
damages, exclusive of interest, costs, and attorney fees.  



(AO) Replevins—all lawsuits pursuant to Chapter 78, Florida Statutes, involving claims 
up to $30,000. 

(AP) Evictions—all matters involving the recovery of possession of leased land or 
rental property by process of law. 

(AQ) Other civil (non-monetary)—includes all other non-monetary county civil matters 
that were not described in other county civil categories. 

IV. Remedies Sought. Place an “X” on the appropriate line.  If more than one remedy is 
sought in the complaint or petition, check all that apply. 
 
V. Number of Causes of Action. If the complaint or petition alleges more than one cause of 
action, note the number and the name of the cause of action. 
 
VI. Class Action. Place an “X” on the appropriate line. 
 
VII. Related Cases. Place an “X” on the appropriate line. 
 
VIII. Is Jury Trial Demanded In Complaint? Check the appropriate line to indicate whether 
a jury trial is being demanded in the complaint. 
 
ATTORNEY OR PARTY SIGNATURE. Sign the civil cover sheet.  Print legibly the name of 
the person signing the civil cover sheet.  Attorneys must include a Florida Bar number.  Insert 
the date the civil cover sheet is signed.  Signature is a certification that the filer has provided 
accurate information on the civil cover sheet, and has read and complied with the 
requirements of Florida Rule of Judicial Administration 2.425. 
 



IN THE COUNTY COURT OF THE SECOND JUDICIAL CIRCUIT  
IN AND FOR LIBERTY COUNTY, FLORIDA 

 
  Case No.:   
   

Plaintiff(s) 
vs. Defendant 1: 

 
Defendant 2: 

   
Defendant(s)   

Address: 
 

 Address: 

   

STATEMENT OF CLAIM 

Plaintiff(s) sue(s) the Defendant(s) for damages which do not exceed $8,000.00 exclusive of 
costs and interest for (check one category below): 
[__] Auto Accident occurring on or about  __ in the vicinity of  _______  , 

in    __ County, Florida caused by the negligent operation of a vehicle 
operated by    __________________________ and owned by____________ 
___________________________  resulting in damages, described below. 

[__] Goods sold by Plaintiff; goods and prices and credits listed below. 
[__] Work done and materials furnished; time and materials, showing charges and credits, listed 
below. 
[__] Money lent to defendant on ____________ with interest owed since ___________________. 
[__] Promissory Note executed on ___________, copy attached; defendant failed to either pay the 
note or an installment payment, and interest is owed since _______________, plus attorney’s fees. 
[__] Account Stated for an agreed balance owed on business transactions between the parties, the 
defendant did not object to the statement of account presented, a copy of which is attached. 
 [__] Other claim – Please specify:          . 
 _____________________________________________________________________________ 

Explain below the details (what happened, dates, times, place, etc.) of your claim. This section must be 
completed. Attach additional pages if needed. 

              

              
              

              

[__] Attached is a copy of any written document(s) that is the basis of this claim. 

WHEREFORE, the Plaintiff(s) demand judgment in the principal sum of $  
Plus costs, if known, (summons, service) in the amount of $  

Plus interest in the amount of $  
TOTAL $  

 
Plaintiff Address:  Signature of Plaintiff(s) 
   
  Print name of Plaintiff(s) 
   
Telephone No.  Title (if applicable) 
Email Addresses:  
 



IN THE COUNTY COURT OF THE SECOND JUDICIAL CIRCUIT 
IN AND FOR LIBERTY COUNTY, FLORIDA 

 
         Case #:  _____________ 
 
_______________________________   _________________________________ 
Plaintiff’s name      Defendant’s name 
 
_______________________________   _________________________________ 
 
_______________________________   _________________________________ 
Address       Address 
 

NOTICE TO PLAINTIFF(S) AND DEFENDANT(S) TO APPEAR 
 
TO:              

             
   (Defendant’s name and address for service) 

YOU ARE HEREBY NOTIFIED that you are required to appear in person or by attorney via ZOOM on  
____________________________, at _______P.M. (Eastern) for a PRETRIAL CONFERENCE before the 
Honorable Christopher Bufano. 
 
Meeting ID: 251 437 7502 
Join the Zoom Meeting with a computer or smart phone: https://zoom.us/j/2514377502 
Join by Telephone: Dial (786) 635-1003. 
 

IMPORTANT — READ CAREFULLY THE CASE WILL NOT BE TRIED AT THAT TIME. DO NOT BRING 
WITNESSES — APPEAR IN PERSON OR BY ATTORNEY 

The defendant(s) must appear in court on the date specified in order to avoid a default judgment. The 
plaintiff(s) must appear to avoid having the case dismissed for lack of prosecution. A written MOTION or 
ANSWER to the court by the plaintiff(s) or the defendant(s) shall not excuse the personal appearance of 
a party or its attorney in the PRETRIAL CONFERENCE. The date and time of the pretrial conference 
CANNOT be rescheduled without good cause and prior court approval. 

Any business entity recognized under Florida law may be represented at any stage of the trial court 
proceedings by any principal of the business entity who has legal authority to bind the business entity or 
any employee authorized in writing by a principal of the business entity. A principal is defined as being 
an officer, member, managing member, or partner of the business entity. Written authorization must be 
brought to the Pretrial Conference. 

The purpose of the pretrial conference is to record your appearance, to determine if you admit all or 
part of the claim, to enable the court to determine the nature of the case, and to set the case for trial if 
the case cannot be resolved at the pretrial conference. You or your attorney should be prepared to 
confer with the court and to explain briefly the nature of your dispute, state what efforts have been 
made to settle the dispute, exhibit any documents necessary to prove the case, state the names and 
addresses of your witnesses, stipulate to the facts that will require no proof and will expedite the trial, 
and estimate how long it will take to try the case. 

https://zoom.us/j/2514377502


Mediation may take place at the pretrial conference. Whoever appears for a party must have full 
authority to settle. Failure to have full authority to settle at this pretrial conference may result in the 
imposition of costs and attorney fees incurred by the opposing party. 

If you admit the claim, but desire additional time to pay, you must come and state the circumstances to 
the court. The court may or may not approve a payment plan and withhold judgment or execution or 
levy. 

RIGHT TO VENUE. The law gives the person or company who has sued you the right to file in any one 
of several places as listed below. However, if you have been sued in any place other than one of these 
places, you, as the defendant(s), have the right to request that the case be moved to a proper location 
or venue. A proper location or venue may be one of the following: (1) where the contract was entered 
into; (2) if the suit is on an unsecured promissory note, where the note is signed or where the maker 
resides; (3) if the suit is to recover property or to foreclose a lien, where the property is located; (4) 
where the event giving rise to the suit occurred; (5) where any one or more of the defendants sued 
reside; (6) any location agreed to in a contract; (7) in an action for money due, if there is no 
agreement as to where suit may be filed, where payment is to be made.  

If you, as the defendant(s), believe the plaintiff(s) has/have not sued in one of these correct places, you 
must appear on your court date and orally request a transfer, or you must file a WRITTEN request for 
transfer in affidavit form (sworn to under oath) with the court 7 days prior to your first court date and 
send a copy to the plaintiff(s) or plaintiff’s(s’) attorney, if any.  

A copy of the statement of claim shall be served with this summons.  

{If you are a person with a disability who needs any accommodation in order to participate 
in this proceeding, you are entitled, at no cost to you, to the provision of certain assistance. 
Please contact ADA Coordinator; 301 South Monroe Street, Room 225, Tallahassee, Fl 
32301; 850-606-4401 at least 7 days before your scheduled court appearance, or 
immediately upon receiving this notification if the time before the scheduled appearance is 
less than 7 days; if you are hearing or voice impaired, call 711.} 

DATED on ______________________. 
 
JACE FORD 
As Clerk of the County Court 
 
By: ___________________________ 
 Deputy Clerk 



IN THE COUNTY COURT OF THE SECOND JUDICIAL CIRCUIT 
 IN AND FOR LIBERTY COUNTY, FLORIDA 

 
 , 
 Plaintiff, Case No:   

 
 -vs- 
  
 Defendant(S). 
 

DESIGNATION OF EMAIL ADDRESS FOR PARTY NOT REPRESENTED BY AN ATTORNEY 
 

 Pursuant to Florida Rule of Judicial Administration 2.516, I, __________________________, 

designate the below e-mail address(es) for electronic service of all documents related to this 

case. 

 By completing this form, I am authorizing the court, clerk of court, and all parties to send 

copies of notices, orders, judgments, motions, pleadings, or other written communications to 

me by e-mail or through the Florida Courts E-filing Portal. 

 I will file a written notice with the clerk of court if my current e-mail address changes. 

 Designated e-mail address:   

 Secondary designated e-mail address(es) (if any):   

 
I CERTIFY that a copy has been furnished by mail/hand delivery/email on __________________ 

to _____________________________________ at ___________________________________ 

___________________________,_______________________________________________. 

 

Under penalties of perjury, I declare that I have read this document and the facts stated in it are 

true.       

Signature _________________________________ 

Printed name:   

E-mail address:   

Address:   

  

Phone number:   


	SMALL CLAIMS fee sheet
	CIVIL COVER SHEET 12.2020 fl clerks page
	FORM 1.997. CIVIL COVER SHEET
	FORM 1.997. INSTRUCTIONS FOR ATTORNEYS COMPLETING CIVIL COVER SHEET

	NEW pro se Complaint
	NEW pro se Summons
	NEW pro se Email.docxLARGE PRINT

