
 

 
 
 
 
 
 
 
      

 
 
 
 
 
 

 

DC Small Claims Survival Guide 

1. Attempt Resolution:  Before filing a lawsuit, demand payment. Attempt to resolve the 

dispute through negotiation or mediation.  

• The court requires that you request payment from the person you intend to sue. 

You must confirm you have done this on the small claim’s Complaint. 

• How do you demand payment? Demand payment in writing either via email or 

letter. A sample demand letter is below.   

2. Check the Venue and Statute of Limitations: Each court may have different rules 

and limits regarding small claims lawsuits.  

• In general, the statute of limitations for the breach of a written contract in 

California is four (4) years from the date the contact was broken.  

• Your case must be FILED before the statute of limitations expires.  

• Venue for a Breach of Contract case, when it isn’t specifically written in the 

contract is either: Where the defendant lives or does business. Where the 

contract was made. Where the contract is to be (or was) performed. 

 

3. Calculate the amount to sue for:  

• Calculating the amount to sue for in small claims can be challenging. When 

filing a claim, it's important to only seek the amount you are rightfully owed. You 

must be able to demonstrate to the judge how you arrived at this amount, 

excluding the filing fee. 
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• Calculate how much to sue for by using your bill: In most cases, the full amount 

of your unpaid bill will dictate the amount to sue for (this does not include 

interest or other late fees/costs.  

• If the defendant is an individual, you can sue for a maximum of $12,500. 

• If you are a business (such as a law firm), you can sue for a maximum of $6,250. 

  
•  

4. Prepare Court Forms: Prepare the lawsuit using the Plaintiff's Claim and ORDER to go 

to Small Claims Court (SC-100). Please fill them out and provide all relevant information 

supporting your claim. Samples of these forms are below but they can also be 

downloaded off of your local court website. 

 

5. File the Claim with the Court: Submit the SC-100 Form as well as the required filing 

fees. Filing fees vary depending on the court so look up this information on your county 

court website.  
• The filing fee for a small claim is between $30-$100. If you are unable to afford the 

fee, you can request a fee waiver. (Form FW-100)  

• If you are suing for $1,500 or less, you will pay the court $30.  

• If you are suing for $1,501 and up to $5,000, you will pay the court $50.  

• If you are suing for $5,001 and up to $10,000, you will pay the court $75.  

• If you are approved by the court to waive your court fees due to low income, you will 

not have to pay any fees. 
        

6. POS- Proof of Service: After filing your lawsuit, it is crucial to promptly notify the 

Defendant party that they have been sued. This step is essential to ensuring that all 

parties are aware of the legal proceedings. This is called serving. The person serving the 

lawsuit will prepare and sign a Proof of Service. Ensure that you follow the court’s 

procedures for filing and serving the claim on the defendant.  

• Ask a friend or family member who is at least 18 years old and not involved in the 

case to serve your small claims lawsuit. It can be a great cost-effective solution. 

Neither you nor someone who works for you can serve your lawsuit.  
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• If you qualify for a waiver of your court fees, the sheriff can serve your documents for 

free. 

• If you do not qualify for a fee waiver, the sheriff may be able to serve your lawsuit for 

a $50 fee, depending on the county where the other party is located. 

• You can hire a licensed process server to handle lawsuit serving. Their fee usually 

ranges between $75- $125.  

• The process server must carefully fill out and sign the Proof of Service, detailing how 

the service was done, on whom, where, and when. Then, the process server will give 

you the Proof of Service. Make a copy of the Proof of Service and take the original 

and the copy to your court clerk right away to file it. You have 60 days to file a Proof 

of Service after the lawsuit is filed or else you can be sanctioned or the lawsuit 

dismissed for failure to serve.  

 

7. Gather Evidence: To support your case, gather all relevant evidence and prepare 

exhibits. This includes signed medical liens, medical reports, medical bills, invoices, 

receipts, communication records, and any other documents that demonstrate the debt 

owed to you. Prepare your case by organizing your evidence. 

 

8. Prepare Evidence: Prepare your case by organizing your evidence and practicing your 

presentation.  You must submit copies of your evidence to the court and to each party 

in your case at least 10 days prior to the hearing. 

• Break up the evidence into sections and label them as Exhibits. Such as Exhibit 1: 

Signed Medical Liens. Exhibit 2: Medical Records. Exhibit 3: Medical Billing.  Exhibit 4: 

Demand Letter Exhibit 5: POS- Proof of Service  

• Prepare 3 packets of the evidence and mark them as exhibits for identification. 

• You will send one to the opposing counsel and another to the judge for examination. 

• Bring your exhibits to the hearing. 
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9. Attend Court Hearing: Once the claim is filed, you will receive a court date for a 

hearing. Prepare your case by organizing your evidence and practicing your 

presentation. Be punctual and professional when attending the hearing.  

 

At the initial small claims hearing, lawyers are not permitted! This rule ensures a level 

playing field for both parties to seek justice. However, you can seek legal counsel before 

or after the court hearing. 

 

TIP: in a breach of contract case, all you must prove is that there was a written contract 

(which you do by producing the lien), that it was signed by the Defendant (which you do 

by producing the lien signed by the attorney/Defendant), that you fulfilled your 

obligations under the contract (which you do by producing the medical records showing 

the work you did on lien), that Defendant breached the contract (which you do by 

showing the letter demanding payment) and the amount of the damages (which you do 

by submitting the medical bill showing the amount you are owed for the work you did). If 

you have these documents in order and submitted properly to the court, there will be 

little to say at the hearing. Do not get baited into a debate about the quality of your 

services, the necessity of your treatment, or any other extraneous arguments. Rely on 

the evidence you have submitted, answer the judge’s questions respectfully, and then 

say nothing else. Also, do not try to bring up things that do not specifically speak to the 

things which must be proven (discussed above) such as that the attorney was mean to 

you or that they made you some lowball offer or that they didn’t respond to your calls or 

that the client did or said something you didn’t appreciate. None of that matters in a 

breach of contract claim.  

 

10. Present your Case: Present your case clearly and concisely, stick to the facts, 

reference the evidence “exhibits”, and be prepared to answer the judge's questions. 

 

11. Receive Judgement: Most small claims hearings in California are typically scheduled 

between 30 and 70 days after the lawsuit is filed. You will not receive the verdict at the 

initial hearing. Judges will generally decide in a few days after the hearing.  
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Dr. Daniel Cormier, DC 

11701 Wilshire Blvd Ste 15B, 

 Los Angeles, CA 90025 

VIA CERTIFIED MAIL 

Wynn Swindler, Esq. 

2221 E Washington Blvd, 

Los Angeles, CA 90021 

 

Re: DEMAND FOR PAYMENT IN 72 HOURS 
 

Our Patient/Your Client : William Victim 

Date of Accident  : January 1, 2020 

Amount of Lien  : $1,500.00 

 

Dear Mr. Swindler: 

 

Attached is a copy of the medical lien that you signed and dated. This lien ensures that your office 

will compensate us once the case is settled. We know the case has recently been resolved, and our 

patient has already received compensation.  

 

We expect you to honor your lien contract, but your delay is causing us concern. Therefore, we 

demand full and immediate payment of $1,500 (please refer to the attached copies of the signed 

medical liens, bills and reports). We trust that you are familiar with the provisions of the Rules of 

Professional Conduct of the State Bar of California. The Bar holds you accountable as a fiduciary 

for the funds collected in this case. 

 

If payment is not made, we will have no choice but to file a lawsuit against you and your firm. We 

would rather not take these measures, but we will do so unless we receive the payment within 72 

hours from the date of this letter. 

 

Sincerely, 

 

Dr. Daniel Cormier 
Dr. Daniel Cormier, DC 
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Encl.: Medical lien 

Medical report(s) & bill(s) 
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