
Procedural Instructions 

Date: [Insert Date] 

To: [Recipient's Name] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

This letter outlines the procedures for initiating a civil lawsuit. Please follow the steps below: 

1. Determine Jurisdiction: Identify the appropriate court that has jurisdiction over the 

matter. 

2. Draft the Complaint: Prepare a complaint that includes the parties involved, facts of the 

case, legal claims, and the relief sought. 

3. File the Complaint: Submit the completed complaint to the court and pay any required 

filing fees. 

4. Serve the Defendant: Deliver copies of the filed complaint and a summons to the 

defendant either by personal service or registered mail. 

5. Await Response: Allow the defendant sufficient time to respond to the complaint as 

outlined in the summons. 

Please ensure all documents are accurate and submitted in accordance with local rules. If you 

have any questions regarding the process, do not hesitate to reach out. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Law Firm Name] 

[Contact Information] 


