
SUPERIOR COURT OF CALIFORNIA, COUNTY OF VENTURA 
 
 
 
 
 
 

 
 
 
 
 
 
Brenda L. McCormick 
Executive Officer/Clerk 
And Jury Commissioner 
 
Enclosed you will find the necessary forms for filing a small claims action. Please read the “Information For the 
Small Claims Plaintiff” thoroughly.  Before completing the form, read the following instructions:  
 
1.  The filing fee must be mailed with the claim in the form of check or money order payable to the Ventura 

County Superior Court. If you are paying by check and filing numerous claims, you must write a 
separate check for every three claims filed. The filing fees are as follows:  

  
$30.00 – If you are filing a claim for $1,500 or less; 
$50.00 – If you are filing a claim for more than $1,500 but less than or equal to $5,000. 
$75.00 – If you are filing a claim for more than $5,000 but less than or equal to $12,500 (a claim in 

this category can only be filed by a natural person); 
$100.00 -  If you have filed more than 12 claims in the preceding 12 calendar months. 

 
2. The forms may be typed or legibly hand printed in dark blue or black ink. 
 
3. The plaintiff must sign the “Plaintiff’s Claim and Order to Go to Small Claims Court” form. If there is 

more than one plaintiff, all plaintiffs must sign the form.  
 
4. There is a $15.00 fee for each defendant to be served by certified mail, in addition to your filing fee if 

you choose this type of service. The clerk must mail the claim to the Defendant. Do not mail the claim 
yourself.  

 
5. As per the attached “Information For the Small Claims Plaintiff”, you may have service made by 

Certified Mail, Marshall, Sheriff, Registered Process Server, or any person over the age of 18 and not 
named on the case.  If you choose a Marshall or Sheriff, you should contact the office closest to where 
the defendant resides. Do not include Marshall or Sheriff fees with the filing fee. If you are suing a 
business and elect to have them served by certified mail, you should include the name of an agent 
authorized to receive legal documents for the business. Please refer to SC-104C “How to Serve a 
Business”. You must file the completed proof of service form (SC-104) a minimum of five (5) days 
before your trial or your case will not be heard.  

 
                                                                                                      
 
 
 

Hall of Justice 
800 South Victoria Avenue 
Ventura, CA 93009 
(document filing location) 

East County Courthouse 
3855-F Alamo Street 
Simi Valley, CA 93063-2110 
(court hearing location only) 
 
Juvenile Justice Center 
4353 E. Vineyard Avenue 
Oxnard, CA 93036 
(court hearing location only) 

VN139 



 



NAMING THE PARTY YOU ARE SUING 
 

The party being sued is called the Defendant.  Naming the defendant correctly is very 
important and can make a difference in your ability to collect if you win your case.  You 
will only be able to collect from the party or parties whose name is exactly the same as 
the name that appears on your claim.   
 
If you are suing an individual, write the person’s first name and last name. 
 
EXAMPLE:  James Jones  
   2261 Willars St.  
   Los Angeles, Ca 90014 
 
If you are suing a husband and wife, write the husband’s full name and the wife’s full 
name.   
 
EXAMPLE:  James Jones    Sally Jones 
   2261 Willars Street   2261 Willars Street 
   Los Angeles, CA 90014  Los Angeles, CA 90014 
 
If you don’t know the wife’s first name, you can write:  Mr. James Jones and Mrs. James 
Jones, husband and wife. 
 
If you are suing as a result of a vehicle accident, you must name both the driver and 
the registered owner of the car.   
 
EXAMPLE:  James Jones (R/Owner) 
   2261 Willars St.  
   Los Angeles, Ca  90014 
 
   Bill Davis (Driver) 
   1010 Nupie St. 
   Los Angeles, Ca 90014 
 
If the owner and the driver are the same person, you can write:  James Jones, owner and 
driver.  
 
NOTE: If you do not know the name of the registered owner, the Department of Motor 
Vehicles can assist you.  Complete and file with the Department of Motor Vehicles. “INF 
1129” or “INF 70” 
 
 
 
 
 
 



If you are suing a partnership, name both the partnership and the partners as 
individuals as well. 
 
EXAMPLE:  Smith and Jones, a partnership consisting of  
   Jim Smith and Jim Jones, individually 
   1010 Dandelion Rd. 
   Los Angeles, CA 90015 
 
NOTE: If you win your case, you will be entitled to collect from either the partnership or 
the individual partner.  
 
If you are suing a business owned by one person, write both the owner’s name and the 
business’s name.  You should also name the owner as an individual to increase your 
chances of collecting if you win.  Write the letters DBA which stands for “Doing 
Business As” between the name of the owner and the company name.  
 
EXAMPLE:  Sue Smith, Individually and DBA 
   Continental Candies 
   2235 Foxworth Drive 
   Los Angeles, CA 90012 
 
If you are suing a corporation, write the exact name of the corporation.  You do not 
name an individual when suing a corporation.  Just the corporation is named.  If you wish 
the court to serve your defendant by certified mail, court staff will need the name of a 
corporate officer or agent for service.   
(See Secretary of State Website http://kepler.ss.ca.gov/corpdata/index.html) 
 
EXAMPLE:  Sally’s Dresses, A Corporation 
   202 Doghouse Rd. 
   Los Angeles, CA 90016 
  
   OR 
 
   Sally’s Dresses, Inc.  
   202 Doghouse Rd. 
   Los Angeles, CA 90016 
  
If a corporation owns a division or a subsidiary, it should be designated as in the 
following. 
 
EXAMPLE:  Lotus Corporation  
   DBA The Flower Company 
   2525 Biscuit Hill Blvd. 
   Los Angeles, CA 90042 
 
Rev 10/12/04 jmc 
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{yw�5w:]�67:y�6[[a6x�6]�]|a�:5677�}7695:�|a6x9\v�~ywx:a7̂�w\7a::�~yw�̂97à�]|a�}7695�̂yx�6�}yx[yx6]9y\�yx�y]|ax�a\]9]~�]|6]�9:�\y]�6�\6]wx67�[ax:y\_%"����������	�������
�������#���
�����

#��������
�#��������
�	������	��	�����	��V
S��"����	S
������������
�����V
S�������������	���������	S
��
�	�	��	S	������	���	�����
����#���
C������
�����
���
��������	S
�
�	�	�����	��	�����	��V
S��"����
�����TS����
������V
S�������������	���������	S
��
�	�	�����	���	�V
�
�����
����������	
�����
�������	S
�������
�����
��
�
�	��C�	S
�������	��������	S
��
�	�	�����	S
����������������	"�{yw�5w:]�̂97a�6�̀a}76x6]9y\�z9]|�]|a�}ywx]�]y�6[[a6x�9\�6\~�ŷ�]|a:a�9\:]6\}a:_�@�
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stuÛww{�Ü�Ý������Þ����Ý�ß�Ý�à�áâãäâ����å�����æßÝ�����Ý�ß��������stuvwwu�¡ÈÅ{�ç����ßÝ����������è��Ü�Ý������{������������Ý�é�êë���ß��������������Ý�é�êë���àìßíì������è�ß�stuvwî{stuvwî�{big�stuvwîty



��������	�
�������� ������������������������� ���!�"!��!�#�������������!$%�

&'()*+),,�-./01�2345067 ���8�9$�:8%;< =>8�?���������@�>8�?8%�!�A�:$���8��A�!%�?$:��B�8����C��>�������$��DE���;F(GHI &JK*HI�L+MHH+�(NNMHOOIPQRSSQ TUQV PQWQS XUYZ()')*[�(NNMHOO�-/\�]/\\5̂52167�PQRSSQ TUQV PQWQS XUY_G()'�(NNMHOO�-/\�3̀3/.3a.567b���!%8��>���!�8�?��������A�������8c��?���������>8%8;F(GHI &JK*HI�L+MHH+�(NNMHOOI�PQRSSQ TUQV PQWQS XUYZ()')*[�(NNMHOO�-/\�]/\\5̂52167�PQRSSQ TUQV PQWQS XUY_G()'�(NNMHOO�-/\�3̀3/.3a.567de5fg�e5̂5�/\�4ĥ5�1e32�1ih�j.3/21/\\0�32]�3113fe�\ĥ4�de5fg�e5̂5�/\�5/1e5̂�j.3/21/\\�./015]�3ah̀5�/0�]h/2k�al0/2500�l2]5̂�3�\/f1/1/hl0�2345�32]�3113fe�\ĥ4�de5fg�e5̂5�/\�32m�j.3/21/\\�/0�3�n./f52055o�ĥ�n]5\5̂̂5]�]5jh0/1�ĥ/k/231ĥo�-j3m]3m�.52]5̂6�l2]5̂�p/232f/3.�dh]5�05f1/h20�qrsss�51�05tuv =>8��8�8������@�>8�?8%�!�A�:$���8��A�!%�?$:��B�8����C�:8��D��$8�E���;F(GHI &JK*HI�L+MHH+�(NNMHOOI�PQRSSQ TUQV PQWQS XUYZ()')*[�(NNMHOO�-/\�]/\\5̂52167PQRSSQ TUQV PQWQS XUYb���>8��8�8�����������B!%?!%���!�A������8�����:����C�B!�?��CA�!%�?$:��B�8����CA�������>8�?8%�!��!%��D8����$�>!%�w8���!%��8%x�B8�!��?%!B8���>8%8;F(GHI yKz�+)+'H{�),�|*K}*I~NNMHOOI�PQRSSQ TUQV PQWQS XUYde5fg�e5̂5�/\�mhl̂�f305�/0�3k3/201�4ĥ5�1e32�h25�]5\52]321�32]�3113fe�\ĥ4�de5fg�e5̂5�/\�32m�]5\52]321�/0�h2�3f1/̀5�4/./13̂m�]l1m�32]�î/15�]5\52]321�0�2345�e5̂57� =>8�?���������B�������>8��8�8������!�8����� u�-��j.3/2�a5.hi�32]�h2�25�1�j3k5u6-�h157���f.3/4�\ĥ�d��������̂5213.�]5a1�f322h1�a5�43]5�h2�1e/0�\ĥ4u��05�\ĥ4�(��J��NKHO�+JH�NH,H*N(*+�K}H�+JH��'()*+),,�GK*H���
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If more than two plaintiffs (person, business, or entity suing), list their information below:

If more than one defendant (person, business, or entity being sued), list their information 
below:

Judicial Council of California, www.courts.ca.gov
Revised January 1, 2017, Mandatory Form
Code of Civil Procedure, § 116.110 et seq.

Other Plaintiffs or Defendants
(Attachment to Plaintiff's Claim and ORDER 

to Go to Small Claims Court)

Is this plaintiff doing business under a fictitious name? If yes, attach form SC-103. 

Is this plaintiff doing business under a fictitious name? If yes, attach form SC-103. 

Mailing address (if different):
Zip:

State: Zip:

I declare under penalty of perjury under California state law that the information above and on any attachments to this 
form is true and correct.

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

If yes, I have not filed, and understand that I cannot file, more than two small claims cases for more than $2,500 in 
California during this calendar year.

SC-100A, Page __ of __

1

2

3

4

Other plaintiff’s name:
Street address:
City:

Yes No

Yes No
Check here if more than 4 plaintiffs and fill out and attach another form SC-100A.

Check here if your case is against more than two defendants, and fill out and attach another form SC-100A.

Date:

Type or print your name
Date:

Type or print your name

State:City:

Street address:
City: State: Zip:
Mailing address (if different):

Zip:State:City:

Other defendant’s name:
Street address:

Zip:State:City:
Mailing address (if different):

Zip:State:City:

Name:
Address:

Zip:State:City:

Other plaintiff’s name:

SC-100A Other Plaintiffs or Defendants
Case Number:

This form is attached to form SC-100, item 1 or 2.

Sign your name 

Sign your name 

Phone:

Phone:

Phone:

Job title, if known:

If this defendant is a corporation, limited liability company, or public entity, list the person or agent authorized for 
service of process:

Is your claim for more than $2,500? NoYes



 



Judicial Council of California,   
Rev. November 1, 2021, Optional Form  
Code of Civil Procedure, § 116.430 
Business and Professions Code, § 17900 et seq.

Fictitious Business Name 
(Small Claims)

SC-103, Page 1 of 1

SC-103 Fictitious Business Name Case Number:

This form is attached to: Form SC-100 Form SC-120 Form SC-500

1 If you want to file a small claim and you are doing business under a fictitious name 
(“doing business as,” or “dba”) give the following information. (Nonprofits and exempt real 
estate investment trusts do not have to file this form.)
Business name of the person suing:
Business address (not a U.S. Postal Service P.O. Box):
Mailing address (if different):

2 The business listed in 1 does business as (check ONLY one):
an individual a corporation
an association a limited liability company
a partnership other (specify):

You must follow the laws for fictitious business names. If you have not followed these laws, including filing a 
fictitious business name statement in your county and publishing this information in a local newspaper, the court 
can dismiss your case.

3 Name of county where you filed your Fictitious Business Name Statement (dba):

4 Your Fictitious Business Name Statement number:

5 Date your Fictitious Business Name Statement expires:

6 I declare under penalty of perjury under the laws of the State of California that the information above is true and 
correct. Only the owner, president, chief executive officer (CEO), or other qualified officer can sign this form.

Date:

Type or print your name and title Sign your name

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

Or go to “County-Specific Court Information” at 

www.courts.ca.gov

Print this form Save this form Clear this form
For your protection and privacy, please press the Clear 
This Form button after you have printed the form.

www.courts.ca.gov/selfhelp-smallclaims



 



Judicial Council of California,  
Rev. November 1, 2021 What Is “Proof of Service”? 

(Small Claims)
SC-104B, Page 1 of 2

SC-104B What Is “Proof of Service”?
What is “service”?
“Service” or “serving” is when someone—not 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.

www.courts.ca.gov



Rev. November 1, 2021 What Is “Proof of Service”? 
(Small Claims)

SC-104B, Page 2 of 2

SC-104B 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), look 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.

The people in      and       1 2 must go to court

Trial 
Date

Date Time
1.

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.

•   If you 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 I 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 I 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.

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

? Need help?

Or go to “County-Specific Court Information” at 

Print this form Save this form Clear this form
For your protection and privacy, please press the Clear 
This Form button after you have printed the form.

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



American LegalNet, Inc.
www.FormsWorkflow.com

I served the person in      a copy of the documents checked below: 
SC-100, Plaintiff’s Claim and ORDER to Go to Small Claims Courta.

b. SC-120, Defendant’s Claim and ORDER to Go to Small Claims Court
c. Order for examination (This form must be personally served. Check the form that was served): 

d. Other (specify):

3 1

•  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 c above to the person in      .

SC-134, Application and Order to Produce Statement of Assets and to Appear for Examination(1)
AT-138/EJ-125, Application and Order for Appearance and Examination(2)

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. 

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

•  Any person authorized for service with the Secretary of State (corporation, 
   association, limited liability company [LLC], limited liability partnership 
   [LLP], limited partnership)

•  Clerk (of a city or county)
•  Chief officer or director (of a public agency)

To serve a public entity, you must first file a claim with that entity, then 
serve one of the following people:

SC-104 Proof of Service

•  Owner (for a sole proprietorship) 

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:

2

SC-104, Page 1 of 2Judicial Council of California, www.courtinfo.ca.gov
Revised January 1, 2009, Optional Form
Code of Civil Procedure, §§ 116.340, 415.10, 415.20

Proof of Service 
(Small Claims)

1

Clerk stamps date here when form is filed.

Fill in court name and street address:
Superior Court of California, County of

Case Number:

Fill in case number, case name,  hearing date, 
day, time, and department below:

Instructions to Server:

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 to Serve a 
Business or Public Entity, Form SC-104C.

•  Any officer or general manager (corporation or association)
•  Any person authorized for service by the business (corporation, association,
   general partnership, limited partnership)

Case Name:

a.  If you are serving a person, write the person’s name below:

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.

•  Any person authorized for service by the entity

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

Hearing Date:

Time: Dept.:

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      , or3 1

1
1

1

3

1

Business or Agency Name  

 Person Authorized for Service                         Job Title

1



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

Personal Service: I personally gave copies of the documents checked in       to the person in      :a.
At (time):On (date): a.m. p.m.

At this address:

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

Name or description of the person I gave the papers to:

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 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     . 

I told that adult, "Please give these court papers to (name of person in     )."

After serving the court papers, I put copies of the documents listed in       in an envelope, sealed the envelope, 
and put first-class prepaid postage on it. I addressed the envelope to the person in       at the address where I 
left the copies. 

Server’s Information
Phone:

Address:

If you are a registered process server:
County of registration: Registration number:

I declare under penalty of perjury under California state law that I 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

4

5

6

Fill out “a” or “b” below:
3

1
1

Fee for service: $

Zip:City: State:

At (time):I did this on (date): a.m. p.m.
At this address:

Zip:City: State:

Zip:City: State:

Name:

SC-104, Page 2 of 2Revised January 1, 2009 Proof of Service 
(Small Claims)

Case Number:

Case name:

1

3

1

I mailed the envelope on (date):                             from (city, state):                                           
by leaving it (check one):
a.       At a U.S. Postal Service mail drop, or
b.       At an office or business mail drop where I know the mail is picked up every day and deposited with the 
          U.S. Postal Service, or

 An adult who seems to be in charge where the person in       usually works, or

1

1
1

3
1



This form is attached to Form SC-104. Use this form ONLY if you mailed the documents in       and someone else 
personally gave them to the person, business, or public entity served.

Notice to Server 

Documents served by mail:

Name and address of the person, business, or public entity served:

I put copies of the documents listed in       above in an envelope, sealed the envelope, and put first-class prepaid 
postage on it. I addressed the envelope to the person, business, or public entity listed in       and mailed the envelope 
by leaving it at (check one):

I mailed the envelope:

I declare, under penalty of perjury under California State law, that the information above is true and correct.

Server signs here after mailingType or print server’s name

1

2

3

4

5 My address is:

6

Fill out       –      of this form and attach it to Form SC-104.
Be at least 18 and not listed in this lawsuit.•

• 1 6

a.        SC-100, Plaintiff’s Claim and ORDER to Go to Small Claims Court
b.       SC-120, Defendant’s Claim and ORDER to Go to Small Claims Court 
c.       Other (specify):

1

a.        A U.S. Postal Service mail drop or
b.        An office or business mail drop where I know the mail is picked up every day and deposited with the 
           U.S. Postal Service.

a.  On (date): b. From (city, state):

 1

SC-104A, Page 1 of 1Judicial Council of California, www.courtinfo.ca.gov
Revised January 1, 2006, Optional Form
Code of Civil Procedure, §§ 116.340, 415.20

Proof of Mailing (Substituted Service) 
 (Small Claims)

Date:

SC-104A
Case Number:

Proof of Mailing (Substituted Service)

b.  If you served a business or public entity, write the name and address of the business or public entity, the person
     authorized for service, and that person’s job title:   

a.  If you served a person, write the person’s name and address below:

Business or Public Entity Name                                               Person Authorized for Service                                                    Job Title

2

You must:

Address: 
Street                                                                     City                                   State                 Zip

Name:

Address: 
Street                                                                     City                                   State                 Zip



 



SC-104C How to Serve a Business or Public Entity (Small Claims)
To serve a public entity, see page 2.

You must serve the right person and write the exact name of the business and the person to be served. 
Use this form to make sure you serve correctly, and follow the instructions on Proof of Service, form SC-104. 

How to Serve a Business or Public Entity 
(Small Claims)

Need help?
For free help, contact your county’s Small Claims Advisor:

Or, go to "County-Specific Court Information" at: www.courts.ca.gov/selfhelp/smallclaims

SC-104C, Page 1 of 2Judicial Council of California, www.courts.ca.gov
Revised July 1, 2017

?

Unknown
Business Type

Limited Liability Company (LLC), 
Limited Liability Partnership (LLP), 

Limited Partnership (LP)

Corporation,
Association

LandlordPartnershipSole
Proprietorship
(Only 1 owner)

Business Type:

•  Business name, 
form unknown 

•  Owner's name 
and job title (if
you know it) 

•  Company or partnership name 
•  Name of agent or partner for

service and job title 

•  Corporation name 
•  Name of corporate officer 

or agent for service and job 
title

•  Business name (if 
there is one) 

•  Owner's name
and job title 

•  Partnership name
•  Name of partner, 

general manager, or 
agent for service and 
job title

•  Business name 
•  Owner's name and 

job title

Write on your 
Proof of 

Service form:

Try the other 
resources listed on 
this page to see if 
they know more 
about the 
business's
organization type,
like corporation or 
sole proprietorship.

Search under Corporation, LP and LLC at the California Secretary 
of State website:  businesssearch.sos.ca.gov/
Or call:1-916-657-5448

OR
County Clerk–Recorder's Office: (Ask to see the fictitious business 
name statement.) Your county's website may have this information.

OR
City Clerk's Office: (Ask to see the business license.) Your city's 
website may have this information.

County Tax Collector•  County Clerk–Recorder's or County Tax 
Assessor's Office (Ask to see the fictitious 
business name statement.) Your county's 
Web site may have this information. 

Check: www.csac.counties.org.
•  City Clerk's Office (Ask to see the

business license.) Your city's website may 
have this information.

Check that you 
have the exact

names of the 
owner and 

business with:

Someone who 
seems to be in 
charge of the 
business during 
normal business 
hours

Agent for service listed with
Secretary of State 

To serve a limited partnership, you 
can also serve the general partner.

Agent for service listed with 
Secretary of State or any 
corporate officer (president, 
vice-president, secretary, 
treasurer), chief executive 
officer (CEO), controller, chief 
financial officer, or general 
manager

The property owner or 
manager (Read Civil 
Code sections 1962–
1962.7.)

If you are suing a
partnership, serve one 
of the partners. 

If you are suing a 
partnership and the 
partners, serve  each 
partner.

The ownerServe:



SC-104C How to Serve a Business or Public Entity (Small Claims)
To serve a business, see page 1.

How to Serve a Business or Public Entity 
(Small Claims)

Need help?
For free help, contact your county’s Small Claims Advisor:

Or, go to "County-Specific Court Information" at: www.courts.ca.gov/selfhelp/smallclaims
SC-104C, Page 2 of 2Revised July 1, 2017

?

You must serve the right person and write the exact name of the public agency and the person to be served.
Use this form to make sure you serve correctly, and follow the instructions on Proof of Service, form SC-104. 

Federal AgencyState of California, 
State Agency

City, County, or Public Entity

Note:
Before you sue, you must first file a claim with the state  or 
the state agency. To file a claim, see:
www.dgs.ca.gov/orim/Programs/

GovernmentClaims.aspx or call: 1-800-955-0045

Important!
Before you sue, you must  first  file a claim with the public 
entity. Contact it and ask for the claim procedures. 

•  Name of the agency you are suing
•  Name of agent for service

•  Name of city, county, or public entity
•  Name of city clerk, county clerk, chief  officer, or agent for 

service and job title 

Write on your 
Proof of 

Service form:

Call the agency to confirm the name and address for
service. Use the State Directory: 

1-800-807-6755
Or search: cold.ca.gov under "agency information"

Call the city or county clerk. See the government pages of 
your phone book. 

Or search under the California Roster at the California 
Secretary of State website:
www.sos.ca.gov/administration/california-roster/

Check that you 
have the exact

names of the 
owner and 

business with:

You cannot sue a federal agency 
in small claims court.

Use this general address for service: 
Office of the Attorney General 
1300 I Street 
Sacramento, CA 95814

Exception: if your claim involves California Department of 
Transportation (Caltrans), serve it at:

California Department of Transportation 
1120 N Street 
Sacramento, CA 95814

City or county clerk, chief officer or director of public agency, 
or agent authorized to accept service 

Serve:


	Michael D. Planet
	And Jury Commissioner
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