
Civil Lawsuit Filing Process Guide 

Date: [Insert Date] 

To: [Recipient Name] 

Address: [Recipient Address] 

Subject: Guidance on Filing a Civil Lawsuit 

Dear [Recipient Name], 

This letter serves as a guide to help you navigate the civil lawsuit filing process. Below are the 

steps that you need to follow to file your lawsuit: 

Step 1: Determine the Type of Case 

Identify whether your case falls under small claims or general civil jurisdiction. 

Step 2: Gather Relevant Information 

Collect all necessary documents, including contracts, receipts, and any correspondence related to 

your case. 

Step 3: Prepare Your Complaint 

Draft a complaint that outlines your case, the parties involved, and the relief you seek. 

Step 4: File the Complaint 

Submit your complaint to the appropriate court along with any required filing fees. 

Step 5: Serve the Defendant 

Ensure the defendant is properly served with the complaint and summons according to local 

rules. 

Step 6: Await Response 

Wait for the defendant to respond to your complaint within the designated timeframe. 

If you have any questions or require further assistance, please do not hesitate to reach out. 



Yours sincerely, 

[Your Name] 

[Your Contact Information] 


