


Top of your paperwork should look like:
(Example)

			IN THE COURT OF COMMON PLEAS, PREBLE COUNTY, OHIO
				_______________________ Division

JANE DOE
123 MAIN STREET						Case No. 55DR4321
EATON, OH 45320

		Plaintiff

-VS-

JOE DOE
456 MAIN STREET						MOTION
EATON, OH 45320

(place the body of your motion here)									



							_________________________________
							NAME
							ADDRESS
							PHONE NUMBER
image1.jpeg
INSTRUCTIONS FOR LITIGANTS WHO FILE MOTIONS WITHOUT THE ASSISTANCE OF COUNSEL:

You are filing with the Clerk a Motion (a written request) for a court order. Your filing will
not be accepted unless you include on the motion your complete NAME, ADDRESS & PHONE
NUMBER, and the complete NAME & ADDRESS of the opposing party. (See example below)

Before the Court can have a hearing on your motion, the opposing party in your lawsuit
must be served a copy of your motion and a copy of any notice setting the matter for hearing.

You must complete the form entitled “Instructions for Service” or “Request for Service”,
found on the Ohio Supreme Court website, so that the Clerk will know how you intend to

serve a copy of the motion to the opposing party. One of the selections listed must be circled
or checked:

PERSONAL A Police Officer will deliver the copy to the party Only
RESIDENTIAL A Police Officer will deliver the copy to anyone living with the party

CERTIFIED MAIL A copy is sent to the party by US Certified Mail, Return Receipt
requested

REGULAR MAIL A copy of the document is sent Ordinary US Mail
(Use only if service by certified mail comes back marked
“unclaimed” by the Post Office)

FILING FEE: Reopening Divorce or Dissolution $270.00

When you come to file you MUST have the Original PLUS three (3) copies of the
documents you want to filed. If you want more than one service on the other party you will
need to provide more copies.

If your documents need to be notarized, it MUST be done before filing. WE DO NOT

INOTARIZE. Our office is the Court filing office and can NOT give legal advice. Please contact
an attorney for legal advice or questions.




