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https://www.riverside.courts.ca.gov/Divisions/
ADR/smallclaims_mediationinfosheet.pdf

Research details 
of your case

Why are you 
filing?

Who are you 
suing?

Where did it 
happen?

You must ask the Defendant 
to pay you before filing

A demand is made in person, 
by phone, or by mail

Give the defendant a reasonable amount of 
time to respond
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Claim and 
Order to go 

to Court (SC-
100)

Filing Fee $30 Fee - $1-$1,500

$50 Fee - $1,501-$5,000 

$75 Fee - $5,001 - $12,500

Check the 
local rules for 

the proper 
court location
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Personal

Service is completed by a 
third party and handed 

directly to each defendant

Must be served at least

__ days before hearing:

Riverside County - 15 days

Out of County - 25 days

Substitute Service

Server hands SC-100 to an adult at 
the defendant's home, work, or a 
place where they receive mail. 

In addition, server must mail a copy 
to that same address

Must be served at least

__ days before hearing:

Riverside County - 20 days

Out of County - 30 days

File Proof of Service (SC-104) with the court within 5 days
of your hearing. 
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Evidence
Make 3 copies of anything 

you plan to present: Receipts, 
estimates, photos, etc. 

Mediation
In select courts: If all parties are present, you 
will be given the opportunity to resolve your 

case with a mediator 

If an agreement is 
made, the mediator will 
help draft a settlement 

agreement

If your case is 
not resolved in 
Mediation, you 

will proceed 
with trial. 

Trial will be 
approximately 
15-20 minutes

Be prepared to present all 
information regarding why the  
defendant owes you money

The judicial officer will 
make a decision after 

hearing both sides

Judgment is 
entered:

Defendant has 30 days to 
file an appeal

Plaintiff must wait 30 days 
before enforcing the judgment

Questions? 
https://www.riverside.courts.ca.gov/sy
stem/files/general/cal_rivindcivilselfhel

p.pdf

Small Claims Flow Chart 

Note: Special service 

is required for 

businesses. Please 

see SC-104C 

http://www.courts.ca.gov/documents/sc104c.pdf

