APPLICATION TO FILE SMALL CLAIM / COMMERCIAL CLAIM (updated for 01/23/17)

CORTLAND CITY COURT : COUNTY OF CORTLAND: STATE OF NEW YORK

CITY COURT of Cortland : COUNTY OF CORTLAND

25 Court Street

Cortland, New York 13045 Index # SC/CC- - /CD
Ph.: 607-218-3300

FILING FEE: Cash, Money Order, Certified Bank Checks or Credit Card (Visa, MC or Discover)
(No Personal or Business Checks accepted)

Type of Claim: Filing Fee: (Check one)
Small Claim $15.00 - Claim of $1,000 or less
{Individual suing individual or company) $20.00 - Claim exceeding $1,000 to $5,000
Commercial Claim $25.00
5.26Electronic Certified Postage
.46 First Class Mail

$30.72 total for one defendant. (Add $5.58 for each additional deft)
~ Company suing company or individual
__Consumer Transaction
(Required forms - Certificate of Authority, Certification on Filing Limits, Certification of Demand Letter sent)
Counterclaim $ 5.00 + § .46 postage ($5.46)
Date: '

Name of Claimant (include all necessary parties):

Address (if commercial claim, give Principal Office Address):
Telephone no.:

(Work) (Home)

Name of Defendant (include all necessary parties):
(if a business -provide business name AND name of individual who owns/operates/manages business)

Address (Home or Business./If Business, the Place of Employment must be within the County - except for counterclaims):

(Telephone no.)

Amount of Claim $ (Do not include filing fee)

Nature of Claim to include all pertinent information including brief description, dates, addresses, etc.

DATE: SIGNATURE OF PERSON FILING CLAIM
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Who Can Use Commercial ClaimsiConsumer Transaction?

The Claimant musl be a corporalion. partnership, or asscciation. A Certificabion of Authority
(downioad in Adobe Acrobat or HTML ) must be filed indicating the office/ authority of the ciaimant
o setile or particpate in the tnal on behall of Ihe business. NO COLLECTION AGENCIES
{Downioad application in Adobe Acrobal)

What is a Consumer Transaction?

A Consumer Transaction is a ransaction where the money, property or service that s the subject of
the transaction s primarily for personal, family or househcld purposes

*
Geographic Jurisdiction
The Claimant must have a principle office in the State of New York The Defendant must reside or
have an office for the transaction of business or regular employment within the County

-

Monetary Jurisdiction

Up 1 $5.000 00 (exclusive of interest and cosls) - fof meney damages only
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EIML) can be cblained from the Clerk of the City Court or on this web site.
Demand Letter Certification (required in Consumer Transaction cases only)

The Claimant MUST file with the Court a cerlification atiesting that a Demand Letter has been sent
o the Defendgant not less than 10 days nor more than 1680 days from the ime of the filing of the
action in Commercial Claims Court. The Certification Form (download in Adobe ACrobat or HTML)
and a sample of a Demand Letter {downioad in Adobe Acrobal or HTML ) can be obtained from the
City Court Clerk's office or from this web site

Counterclaims.

If you have been named as a defendant in a small daimicommercial claimiconsumer transaction and
have a claim against the ciaimant, you may bring a "counterciaim” as part of the lawsult, for money
only. up to $5.000. You shoukd file your own Smali Clam/Commercial Claim application with the
Courl wiin the filing feg (Claims can NOT be submitieg via the Internel). Click here for he
applicaticn (download in Agobe Acrobat or HTML) You must inform the Court that you are filing a
counterciaim and inform the Court of the case name and docket number of the case 1o which you
are fillng a counterciaim. You must e prepared to prove the counterclaim on the day you goto
Court

A counterclaim should be filed within 5 days of your receipt of the summons and notice of claim.
However, If you file a counterciaim afier the 5 days has elapsed. the claimant i the inftial
proceeding may request an adjournment of ihe neanng dale. The Court must grant the adjournment
request

If you are a corporation, partnership or association filing a counterclalm, you must submit to the
Court a Cerlification of Authority (download in Adobe Acrobal or HTML ) which can be cbtained
from the City Court or on this web site

How to File in the Cortland City Court

Cnce you have completed the application (download in m tor Small Clams/Commercial
Claims and lhe REQUIRED forms (if any}, you may submit your application to the Clerk of the Court

located at City Hall. 25 Court Street, Contland, NY with the appropriate filing fee (Claims can NOT be
submitted via the Internet). The Clerk will provide you with a Court ¢ate al leasl 30 gays Irem the
date of filing for the hearing in this matter and will senc a Summons with the hearing date and 2
copy of the Application 1o the opposing party

Withdrawing a Commercial/Small Claim

It you have filed a Small ClaimvCommercial Clalm with the City Court and the parties have resoived
the matter pricr 1o the Courl heaning. you shouic agvise the Court. in wnting. immediately The form
for wilhdrawing a small claim/commercial claim is available on this web sile {download in Adobe
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