SUPREME COURT, CIVIL BRANCH
NEW YORK COUNTY
60 Centre St., New York, N. Y. 10007

Office for the Self Represented
Room 116, (646) 386 - 3025

How to Apply for Poor Person Status

A person with limited financial resources may apply to the court for an exemption from
paying court filing fees.

This is done by submitting to the court an affidavit about your income and assets.
The affidavit must show the court that you are unable to pay and cannot proceed with your

lawsuit without an order granting the exemption.
The affidavit is submitted with the “Poor Person Order” (both forms are attached), proof

of income and the papers that will start the lawsuit (see below).

To process your request, you must fill out and submit items 1- 4 listed below:

1. Poor Person application papers

Poor Person Order - this is the order the Judge signs if you are granted poor person status.
Affidavit in Support - this form gives the Judge your income information.
It must be signed in front of a notary. There is a free notary at the
County Clerk's Office, 60 Centre St., Room 141B in the basement.
Litigation Back - this form gives the names of the parties in the lawsuit, your name, address
and telephone number where you can be contacted by the court.

2. A photo ID - you must submit a copy of your ID

3. Current proof of the amount of your income
- public assistance: budget letter or original ATM or cashier's receipt
- social security: award letter (may be obtained at 26 Federal Plaza, 31* floor)
- workers compensation/unemployment benefits:statement showing dollar amount received
- pension benefits: statement showing dollar amount received
- student loans: statement showing dollar amount received
- employed: pay stub
- you are a dependent of someone else, his or her notarized affidavit is required
If you do not meet any of these requirements, ask the Clerk in Room 116 for further

instructions.

4. The papers to start your lawsuit must satisfy the Judge that vour case has merit
- an action: the Summons and Complaint
- a special proceeding: the Notice of Petition or Order to Show Cause papers and the
Request for Judicial Intervention (RJI) form.

- adivorce: Summons with Notice
- the Application for Index Number and Index Purchase Cover Sheet forms

See the pamphlet 'How to Commence a Civil Action’, 'How to Commence a Special
Proceeding' or the Uncontested Divorce Kit, available in Room 116.
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Preparing the poor person application papers -

Print or type using black ink. Follow the instructions pnnted in bold type on the forms.

Poor Person Order

[1] your name(s)
[2] name(s) of party(ies) you are suing

[3] Index Number (given when your case
is filed)

[4] your name(s)

[5] date your Affidavit in Support is
signed in front of a notary

[6] describe the lawsuit you are filing
[7] your name(s)

[8] name(s) of party(ies) you are suing

1 [Print in bigck ink all areas in bold letters.]
SUPREME COURT OF THE STATE OF NEW YORK
COUNTY OF NEW YORK

in the Matter of the Appiication of Index Number

Plalnﬂff(s)/PetitIoner@

{your name}

For Permission to Prosecute as a Poor Person an AFFIDAVIT IN SUPPORT OF

Action/Proceeding pursuant to Article 11 of the CPLR APPLICATION TO PROCEED
. -against - AS A POOR PERSON
[2]
[fil in (s} Defe (syRespondent(s) .
- X
STATE OF NEW YORK)
COUNTY OF NEW YORK) ss:
[3] [your name], being duly swomn, says:
1.1 reside at [4L i [your
- address], In the State of New York, and | have resided in the State of New York for the past
_ [5]_ years [ ive years of In New York-State].

2.1 am about to commence a lawsuit for [briefly describe why you are bringing a lawsult]

_[6l1

3. My source(s) of income isfare [state how you eam all of your income, including any
government benefits] [7]

| am employed at [name of employer]
and eamn [amount] § {circie one] monthly/yearly.

| receive government benefits from [Identify source)

in the amount of § [circle one] monthly/yearty.
All other sources of income are [identify source and t]
I support myself and [identify members of housahold] _[8]

| have a balance of [amount] $ __ [9] in my bank account(s).
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of the Supreme Court of the State of
New York, held in for the County of
New York at the County Courthouss,
60 Centre Street, New York, N. Y.,
onthe ___ day of 200_

Other spaces are for court use.]

PRESENT: HON.

Justice of the Supreme Court

in the Matter of the Application of
[1] index Number

{fill in name(s)] Plaintiff(s)/Petitioner(s) [3]

For parmission to Prosecute as a Poor Person an Action/Proceeding

pursuant to Aricle 11 of the Civil Practice Law and Rules B
POOR PERSON ORDER

- against -
[2]
Ifill in name(s)] Defendant(s)/Respondent(s)
Upon the d affidavit of [4] {your name], plaintiff/ipetitioner
- swom to, [5] 200____, [date Affidavit in Support signed in front of a notary], the

summons/summons with notice/ verified compiaint/pettion and cerﬂﬂeale of
Esq., dated . 200__.

And it being alleged that said plaintiftfpetitioner has a good cause of action or claim based
upon [briefly describe the nature of the lawsult] __[6]

And it being alleged that he/she Is unabie to pay the costs, fees and expenses to prosecute
this action, and that there Is no other person beneficiaily Interested In the action thersof,

Now on motion of [7] {your name] plaintiff/petitioner it is hereby

Ordered that, plaintift/petitioner Is permitted to prosecute this action as a poor person against

(83 of dof Vresp “[8]

and it Is further

. Ordered that any recovery by judgment or settlement in favor of the plaintiff/petitioner shall be
paid to the Clerk of the Court to await distribution pursuant to court order, and It is further

Ordered that the Clerk of this Court is directed to make no charge for costs or fees in
with the p of this case, including cne certified copy of the judgment.
ENTER:

1108 ) . J.8.C.

Afﬁdavit. in Support

[1] your name(s)

[2] name(s) of party_(ies) you are suing
[3] your name

[4] your address

[5] length of time you have lived
in New York State

[6] briefly describe the lawsuit
you are filing

[7] describe all sources of income

[8] identify other members of
your household

[9] give the total dollar amount in
all bank accounts
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[Submit gurrent proof of amount of Income, for example, employer's pay stub, p
letter, social services budget letter, SS| award letter. Attach a copy of a photo L.D.),

4. My property and its value is as follows I | property includes, for pl
clothing, jewelry, furniture, car, real estate and so on. Give total dollar value)

Affidavit in Support continued “ __[0]

5. I make this application pursuant to Section 1101 of the Civil Practice Law and Rules upor
the ground that | am unable to pay costs, fees, and expenses necessary o pursue my case and

[10] describe your personal property and
give its total dollar value (include
household items, clothing, jewelry,

motor vehicle)

[11] if you made this request before
explain why it should now be granted
and how you have satisfied any
condition required by the Judge

[12] sign and print your name in front

of a notary

except: _[11]

am unable to obtain the funds to do so, and unless an order I8 entered refieving me from the
obligation to pay, | will be unable to prosecute my case.

6. No other person Is beneficially interested in the recovery sought herein,

. 7. No previous application for the same or similar relief has been made by me in this case

are entitled to apply again).

poor person.

Swom to before me .

’_dayof . 200,

[if any previous request has been made, give a description of where, when and by whom the
request was made, the result, and if the

WHEREFORE, i respectfully ask for an order permitting me to prosecute this action as a

Notary-Public

was , why you belisve you

[12]
PlaintifffPetitioner
[sign your nams In frontof a notary]

[print your name)

Litigation Back - only fill in the right side of the page

[1] your name(s)

[2] name(s) of the party(ies)
you are suing

[3] sign and print your
name(s), address(es),
and telephone number(s)

st s g gt
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[ SirMadam:

NOTICE OF ENTRY

Please take notlce that the within is a (certified) true copyofa

 —— . dulyentered in the office of the clerk of

g the within named court on the day of ,200_

Dated: . Yours, etc.
Attorney for;, Petitioner/ .
Respondent
Office and Post
Office Address )
. To:
Attorney(s) for

SR NOTICE OF SETTLEMENT vestsevsrerre
Sir/Madam: .

Pleass take notice that an

of which the within is a true copy will he presented for seftlement -

- SUPREME COURT OF THE STATE OF NEW YORK

R
INDEX NUMBER

COUNTY OF NEW YORK

o

Ptaintift / Petitioner
-against - .

(2]

Defendant/ Respondent, ’

To the best of my knowledge, Information and bellef,
formed after an Inquiry under the cl
the presentation of these papers and the contsntions therein
are not frivolous as defined In subsection (c) of section 130-1.1
of the Rules of the Chief Administrator (22NYCRR).

Sign Name: ____ [3] )

to the Hon, - » one of the Justices
Print Name:
of the within named court at on
S200__at_____ AM/PM Addrsss:
Dated: 200, Yours, stc
=" Teleph
Petitioner
Service of a copy of the within Is hereby admitted
- To: Dated: 200__
. Attorney(s) for Attorney for
3 PPO11-06




Submitting your papers to the court

[ Arrange your poor person application papers as follows:
1%t Poor Person Order
2™ Affidavit in Support
3" proof of income .
4" copy of photo ID (and copy of marriage license - see page 1)
5" Litigation Back
Staple the papers together.

[J Go to the Office for the Self Represented, 60 Centre St., Room 116, 1% floor with the

following:
- Poor Person application papers (listed above)

- the papers to start your lawsuit
- the Application for index Number and Index Purchase Cover Sheet forms.

O Your papers will be sent to a Judge.
Wait 24 - 48 hours and call the Office for the Self Represented at (646) 386 - 3025.

When you call, say you have submitted a poor person order and give the name of your case.
You will be told if your request has been granted and given further instructions.

O If your request is granted, come to Room 116, with your photo ID.
Important: You will need one copy of the papers to start your lawsuit for each party being

sued and a copy for yourself.
Your original papers and 2 copies of the approved Poor Person Order will be given to you.
Keep the copies of the approved Poor Person Order and submit one when you are filing

papers with the court that require the payment of a fee.

Obtaining your Index Number and starting your lawsuit

[1 Go to the County Clerk’s Office, Room 141B, in the basement, to the Law & Equity counter.
Tell the Clerk you are picking up your poor person order and show your ID.

1 The Clerk will send you to the Cashier's cage in Room 141B. You will give the Cashier:
- if starting an action: the original summons and complaint
- if starting a special proceeding: a copy of the Notice of Petition or Order to Show Cause
papers. (The Request for Judicial Intervention (RJI) form is not submitted at this time).
- if starting a divorce: the original summons with notice

and
- the Application for Index Number and Index Cover Sheet forms

[ The Cashier will give you a receipt with your Index Number.
Write it on all papers concerning your lawsuit.

1 Now, follow the instructions in the pamphlet 'How to Commence a Civil Action' or 'How to
Commence a Special Proceeding' to continue with your lawsuit.
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[Print in black ink all areas in bold letters. At the Office for the Self-Represented
Other spaces are for court use.] of the Supreme Court of the State of
New York, held in for the County of
New York at the County Courthouse,
60 Centre Street, New York, N. Y.,
on the ___ day of ,200__

PRESENT: HON.

Justice of the Supreme Court

X
In the Matter of the Application of
Index Number
[fill in name(s)] Plaintiff(s)/Petitioner(s)
For permission to Prosecute as a Poor Person an Action/Proceeding
pursuant to Articie 11 of the Civil Practice Law and Rules
- against - POOR PERSON ORDER
[fill in name(s)] Defendant(s)/Respondent(s)
X
Upon the annexed affidavit of [your name], plaintiff/petitioner
sworn to, , 200__, [date Affidavit in Support signed in front of a notary], the
summons/summons with notice/ verified complaint/petition and certificate of
Esq., dated , 200

And it being alleged that said plaintiff/petitioner has a good cause of action or claim based
upon [briefly describe the nature of the lawsuit]

And it being alleged that he/she is unable to pay the costs, fees and expenses to prosecute
this action, and that there is no other person beneficially interested in the action thereof,

Now on motion of [your name] plaintiff/petitioner it is hereby

Ordered that, plaintiff/petitioner is permitted to prosecute this action as a poor person against
[name(s) of defendant(s)/respondent(s)]

and it is further

Ordered that any recovery by judgment or settlement in favor of the plaintiff/petitioner shall be
paid to the Clerk of the Court to await distribution pursuant to court order, and it is further

Ordered that the Clerk of this Court is directed to make no charge for costs or fees in
connection with the prosecution of this case, including one certified copy of the judgment.
ENTER:
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| [Print in black ink all areas in bold letters.]

SUPREME COURT OF THE STATE OF NEW YORK

COUNTY OF NEW YORK
. X
In the Matter of the Application of Index Number
[your name] Plaintiff(s)/Petitioner(s)‘
For Permission to Prosecute as a Poor Person an AFFIDAVIT IN SUPPORT OF
Action/Proceeding pursuant to Article 11 of the CPLR APPLICATION TO PROCEED
- against - AS A POOR PERSON
[fill in name(s)] Defendant(s)/Respondent(s)'
X

STATE OF NEW YORK)
COUNTY OF NEW YORK) ss:

[your name], being duly sworn, says:

1. I reside at , [your
address], in the State of New York, and | have resided in the State of New York for the past

years [consecutive years of residence in New York State].

2. I am about to commence a lawsuit for [briefly describe why you are bringing a lawsuit]

3. My source(s) of income is/are [state how you earn all of your income, including any
government benefits]
| am employed at [name of employer]

and earn [amount] $ [circle one] monthly/yearly.

I receive government benefits from [identify source]
in the amount of $ [circle one] monthly/yearly.
All other sources of income are [identify source and amount]

| support myself and [identify members of household]

I have a balance of [amount] $ in my bank account(s).
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[Submit current proof of amount of income, for example, employer’s pay stub, pension
letter, social services budget letter, SS| award letter. Attach a copy of a photo I.D.].

4. My property and its value is as follows [personal property includes, for example

clothing, jewelry, furniture, car, real estate and so on. Give total dollar value]

5. | make this application pursuant to Section 1101 of the Civil Practice Law and Rules upon
the ground that | am unable to pay costs, fees, and expenses necessary to pursue my case and
am unable to obtain the funds to do so, and unless an order is entered relieving me from the

obligation to pay, | will be unable to prosecute my case.
6. No other person is beneficially interested in the recovery sought herein.

7. No previous application for the same or similar relief has been made by me in this case

except:

[If any previous request has been made, give a description of where, when and by whom the
request was made, the result, and if the application was unsuccessful, why you believe you

are entitled to apply again].

WHEREFORE, | respectfully ask for an order permitting me to prosecute this action as a

poor person.

Sworn to before me
day of , 200 Plaintiff/Petitioner

[sign your name in front of a notary]

Notary Public

[print your name]
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Sir/Madam:
+ Please take notice that the within is a (certified) true copy of a SUPREME COURT OF THE STATE OF NEW YORK
COUNTY OF NEW YORK
duly entered in the office of the clerk of

the within named court on the day of , 200__
Dated: Yours, etc. Plaintiff / Petitioner
Attorney for: Petitioner / - against -

Respondent

Office and Post

Office Address Defendant/ Respondent,
To:
Attorney(s) for

****************&q***z Ol—u_ n m O“ m m-—l.—l—l mg m Z:—l****************

To the best of my knowledge, information and belief,
Sir/Madam:

formed after an inquiry reasonable under the circumstances,
the presentation of these papers and the contentions therein
are not frivolous as defined in subsection (c) of section 130-1.1
of the Rules of the Chief Administrator (22NYCRR).

Please take notice that an

of which the within is a true copy will be presented for settlement

Sign Name:
to the Hon. , one of the Justices
Print Name:
of the within named court at ,on
,200__at AM/PM Address:
Dated: , 200 Yours, etc
Telephone
Petitioner
Service of a copy of the within is hereby admitted
To: _ Dated: , 200
Attorney(s) for Attorney for




