PLEASE READ THI S | NSTRUCTI ON SHEET BEFORE FI LLI NG QUT TH S CLAI M FORM
SVALL CLAI M5

- The party you are suing nmust reside, have a work address, or have an office for
the transaction of business in the County of Al bany.

- You nust have a conplete nmailing address for the party you are suing (which
cannot be a P. O Box)

- Your Small Caimmy not exceed $5, 000. 00.

- If your case goes to trial you may need to submt docunents. The Court will

retain the docunents for 30 days. |If you need to nmake copies for yourself, please
do so before your case is scheduled for court.
- If you are in a partnership or corporation, you may not file a Small C aim See

Commerci al C ai nms bel ow.

COWERCI AL _CLAI M5

- You may file a Conmmercial Claimif your honme office is located in the
State of New YorKk.

- The party you are suing must reside, work, or have an office for the
transaction of business in the County of Al bany.

- You nust have a conplete mailing address for the party you are suing (which
cannot be a P.QO Box)

- The anmount you are suing for may not exceed $5, 000. 00.

- You may file only five (5) Commercial Cains per cal endar nonth.

- You nust have your signature notarized (on the bottom of the claim
form, certifying that you have not filed nore than (5) Conmerci al
Cl ains per calendar nonth in the State of New York.

PLEASE NOTE: If you are suing a business (for either a small claimor comercial
claim, you should know whether the business is a corporation or a "d/b/a" before
you file the claim so that you can sue the proper party. If the business is a
corporation, the full name should be registered with the Secretary of State, al ong
with the nanes of the corporate officers. |If the business is a d/b/a, the nane of
the person "doing business as" the defendant should be registered in the Al bany
County Clerks Ofice.

If you settle your case to your satisfaction you need not appear in Court, but please
notify us prior to that tinme. Sinply nmake a note on the reverse side of the paper
whi ch gives notice of your Court date, tell us the case has been settled, sign your
nane, date it, and return it to Albany Cty Court, Cty Hall, Room 209, Al bany, NY
12207.



