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Disclaimer 

The information discussed in this manual and any Chapter, Article, 
Section, or reference thereof, which is included within it, is not 

intended to be given as legal advice. The publication of this material is 
only given in reference to discuss topics of concern and to bring them 

to the attention of the reader. Should the reader of the said materials 
have any questions regarding any of the content within this manual or 

its parts, as it relates to your business activities or interests, is highly 

recommended to seek legal advice from a licensed practitioner and to 
address them solely with their own appointed legal council.  

The content and reference material included herein is based on the 
Statutes and Regulations of the State of California. The M1 Licensed 

Operating System, its owner, and or it affiliates, by way of publication 
of this material, is not to be regarded (in any way, form or context), as 

giving legal advice, nor endorsing the practice of law without a license, 
and highly recommends that any reader of the said material should 

seek their own legal advice and representation from a duly licensed 
law practitioner of the State for which applies to them. 
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Security Deposit - Small Claims Trial 

This List is used to prepare for a Small Claims Trial when ex-residents 
are suing for security deposit with-holdings. It is recommended for you 

to Package all documents, for a final review, no later than 10 days 
prior to the scheduled hearing. The package is then submitted to a 

supervisor for the office, to get their approval.  

Prior to the Trial 

Small Claims Trial Check List 

When ex-residents are suing for security deposit with-holdings 

1.   Contact the owner of the property to advise of the court date 

scheduled; not necessary for the owner to appear in most counties 

(however if the owner disbursed the security deposit or did their 

owner work, it would be recommended they attend) 

2.   Print a copy of the original security deposit breakdown (and any 

revisions if applicable) 

3.   Print a copy of the M1 notepad 

4.   Review the prior dispute letter from the resident if applicable 

along with our response and confirm if any adjustments were 

needed 

5.   Print a copy of the rental agreement 

6.   Print a copy of the latest rental modification (if applicable) 

7.   Print a copy of the notice to vacate (resident notice given or M1 

notice given to resident) 

8.   Print a copy of the resident move out instructions letter (if 

applicable) 

9.   Print a copy of the resident move-in inspection form (if 

applicable) 

10.   Print a copy of the resident pre-move out inspection form 

(if applicable) 

11.   Print a copy of the PCR (Property Condition Report) of the 

FWT (First Walk Through) after the resident vacated 

12.   Print a copy of the PCR (Property Condition Report) of the 

FINAL before the resident moved in (if applicable) 

13.   Print a copy of all invoices of the rehab work that was 

completed prior to move in (if applicable) 
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14.   Print a copy of all invoices for the rehab work that was 

completed to substantiate the charges on the security deposit 

disbursement 

15.   Print a copy of all invoices completed during tenancy 

should there be any disputes of work being done while the resident 

occupied the property 

16.   Print a copy of all photos that show damages by the 

resident to substantiate the charges 

17.   Print a copy of all photos prior to the resident move in to 

show condition of the property (if available) 

18.   Print a copy of any other pertinent information that may 

apply to the resident’s claim 

19.   Place in the Tickler, to contact the owner, the day before 

the trial, to confirm they will be available by phone, if they are not 

present in court that day, in the event a settlement is possible 

Package all documents for final review no later than 10 days prior to 

the scheduled hearing. Submit package to supervisor for approval.  

At the Trial 

First, sign in with the clerk. Then sign the authorization to represent a 
business form (Form SC109) and turn it in to the clerk.  

You will be asked to go to mediation to exchange all documents and 
attempt to settle the case. During mediation, you will be asked to 

respond to the resident’s claims (after he/she presents the case). Use 
the documents 2 through 19 to support your claims and provide proof. 

You may be authorized up to $250.00 to settle the case without the 
owner’s permission or contact the owner while in mediation to confirm 

if the owner wishes to settle if a higher amount is requested should 

you not have prior owner approval.  If the owner (or resident) does 
not wish to settle, you will be heard by the judge to present all 

evidence and the judge will make the final decision. 

Tip: take note of how the plaintiff presents the case to the court-

appointed mediator, he/she will most likely present the case the same 
way to the judge. Organize the paperwork above (2-19) in the order 

relative to the resident’s specific claims, that way you are ready to 
respond in a professional matter when presenting to the judge. Any 

documents being used to support your case need to be labeled with a 
"D" for "Defendant" on the top right corner.  
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When you are called to present your case to the judge:  

1. Keep it short and sweet. Be precise and concise, make sure to 

provide proof with any of the declarations you make. Use the 

defendant labeled documents (2-19) to support your claims.  

2. Do not speculate and do not mention conversations unless they are 

in writing and you have copy of the emails with you. Try to stick to 

just referring to the company’s policies to present the company as 

equitable to all residents.  

3. You may call a witness if you are lacking documents or information. 

The property inspector may be a witness if there is something 

pertinent to the case for which you have no documentation.  If you 

need to subpoena a witness, use form SC 107.  

The judge may ask to keep some of the documents presented to him 
in court (labeled P (Plaintiff) or D (Defendant)), make sure you take 

only copies of documents (2-19).  

Most of the time, the judge will take the case under submission and 
mail out his decision within 48 hrs.  

After the Trial 

1.   Update the court outcome into the property notes in M1 

Software  

2.   Contact the owner of the property and update the outcome of 

the court trial (If a decision is being sent by mail, tickler for 1 

week). If funds are needed from the owner, request at that time to 

remit within 5 days. 

3.   Tickler for the projected follow up date based on the outcome (if 

applicable). 

Legal Disclaimer 

The information discussed in this manual and any Chapter, Article, 

Section, or reference thereof, which is included within it, is not 
intended to be given as legal advice. The publication of this material is 

only given in reference to discuss topics of concern and to bring them 
to the attention of the reader. Should the reader of the said materials 

have any questions regarding any of the content within this manual or 
its parts, as it relates to your business activities or interests, is highly 

recommended to seek legal advice from a licensed practitioner and to 
address them solely with their own appointed legal council.  
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The content and reference material included herein is based on the 

Statutes and Regulations of the State of California. The M1 Licensed 
Operating System, its owner, and or it affiliates, by way of publication 

of this material, is not to be regarded (in any way, form or context), as 
giving legal advice, nor endorsing the practice of law without a license, 

and highly recommends that any reader of the said material should 
seek their own legal advice and representation from a duly licensed 

law practitioner of the State for which applies to them. 
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Management Contract Buyout - Small Claims 

This List is used to prepare for a Small Claims Trial when suing an 
owner for a management contract buyout. It is recommended for you 

to Package all documents, for a final review, no later than 10 days 
prior to the scheduled hearing. The package is then submitted to a 

supervisor for the office, to get their approval.  

Small Claims Trial Checklist 

When suing an owner for a management contract buyout  

1.   Request check for  court fees from corporate  

 Breakdown of costs per claim:  

1. $0.00- $1,500.00- $30.00 court filing fee.  

2. $1,501.00- $5,000.00- $50.00 court filing fee. 

3. $5,001.00- $10,000.00- $75.00 court filing fee. 

2.   Fill out form SC100- Plaintiff’s Claim and ORDER to go to Small 

Claims Court  and print 3 sets (1 for court, 1 for you, and 1 for the 

defendant).  

3.   Go to court and file paperwork with the clerk. You will be 

provided with a court date.  

4.    Send paperwork to process server, to serve defendant.  

5.   Prep file for court date  

6.   Print a copy of the M1 notepad 

7.   Print a copy of the original owner cost breakdown 

8.   Print a copy of the original urgent gram mailed to the owner 

9.   Review the prior dispute letter from the owner (if applicable) 

along with our response and confirm if any adjustments were 

needed and sent.  

10.   Print a copy of the management agreement 

11.   Print a copy of any management agreement modifications  

12.    Print a copy of all emails documenting communication 

with owner to substantiate our claims.  

13.   If property was up for rent and contract is less than 90 

days old, print copy of ads, leads, and applications to prove that we 

have performed our duties as specified in the contract.  
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14.   If charging for any work done at the property that is owed 

to a contractor, print work order and invoice.  

15.   Print a copy of any other pertinent information that may 

apply.  

16.   Tickler to review with upper management prior to the 

court date.  

Package all documents for final review no later than 10 days prior to 
the scheduled hearing. Submit package to supervisor for approval.  

At Trial 

First, sign in with the clerk. Then sign the authorization to represent a 
business form (Form SC109) and turn it in to the clerk.  

You will be asked to go to mediation to exchange all documents and 
attempt to settle the case. During mediation, you will be asked to 

present your case (why the owner owes the buyout).  Use the 

documents 6 through 15 to support your claims and provide proof.  If 
the owner does not wish to settle, you will be heard by the judge to 

present all evidence and the judge will make the final decision. 

Tip: Organize the paperwork above (6-15) in the order in which you 

are presenting your case, that way you are ready and professional 
when presenting to the judge. Any documents being used to support 

your case need to be labeled with a "P" for "Plaintiff" on the top right 
corner.  

When you are called to present your case to the judge:  

1. Keep it short and sweet. Be precise and concise, make sure to 

provide proof with any of the declarations you make. Use the 

organized plaintiff labeled documents (6-15) to support your claims 

on how we have performed our duties as expressed in the 

management agreement and why we are entitled to such monies.  

2. Do not speculate and do not mention conversations unless they are 

in writing and you have copy of the emails with you. Try to stick to 

just referring to the company’s policies to present the company as 

equitable and professional.  

3. You may call a witness if you are lacking documents or information. 

The property inspector may be a witness if there is something 

pertinent to the case for which you have no documentation.  If you 

need to subpoena a witness, use form SC 107.  
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The judge may ask to keep some of the documents presented to him 

in court (labeled P (for Plaintiff)), make sure you take only copies of 
documents (6-15).  

Most of the time, the judge will take the case under submission and 
mail out his decision within 48 hrs.  

After Trial 

1.   Update the court outcome into the property notes in M1 

Software  

2.   If a decision is being sent by mail, tickler for 1 week.  

3.   Tickler for the projected follow up date based on the outcome (if 

applicable). 

Legal Disclaimer 

The information discussed in this manual and any Chapter, Article, 
Section, or reference thereof, which is included within it, is not 

intended to be given as legal advice. The publication of this material is 
only given in reference to discuss topics of concern and to bring them 

to the attention of the reader. Should the reader of the said materials 

have any questions regarding any of the content within this manual or 
its parts, as it relates to your business activities or interests, is highly 

recommended to seek legal advice from a licensed practitioner and to 
address them solely with their own appointed legal council.  

The content and reference material included herein is based on the 
Statutes and Regulations of the State of California. The M1 Licensed 

Operating System, its owner, and or it affiliates, by way of publication 
of this material, is not to be regarded (in any way, form or context), as 

giving legal advice, nor endorsing the practice of law without a license, 
and highly recommends that any reader of the said material should 

seek their own legal advice and representation from a duly licensed 
law practitioner of the State for which applies to them. 
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3 Day Notice to Pay or Quit 

3 Day Notice to Pay Rent or Vacate Premises [C.C.P. 1161(2)] 

[Property Management Co. Name] 

[Street Address] 

[City, State, Zip] 

  

[Resident's Name] 

[Rental Property Street Address] 

[City, State, Zip] 

  

3 Day Notice to Pay Rent or Vacate Premises 

C.C.P. 1161(2) 

  

To TENANT’S names herein by the property number and all tenants, 
subtenants and all others in possession. 

YOU ARE HERE NOTIFIED that pursuant to the lease or agreement 
under which you hold possession of the premises described in this 

notice, there is now due, unpaid, and delinquent rent for the period(s): 

12/01/2015 To 12/31/2015 

Date Due: 12/01/2015 

Rent Due: $2,225.00 

YOU ARE FURTHER NOTIFIED THAT within three (3) days after the 

service of this notice on you, you must pay the amount of rent stated 
in this notice in full or quit the premises and deliver up possession of 

the premises to the undersigned, who is authorized to receive 
possession of the premises, or the undersigned will institute legal 

proceedings for unlawful detainer against you to recover possession of 
the premises and to recover all rents and damages due. 
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                                   Dated 12/11/2015 

Person Authorized to Give Notice: 

YOU ARE FURTHER NOTIFIED THAT rent is to be paid by cashier’s 
check or money order and may be tendered Mon - Fri 9am - 5pm or 7 

days a week through a secured, after hours, drop located in front of 
the office located above. 
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Eviction Process 

This Eviction Map outlines many of the necessary Steps in the Eviction 
Process as well as some of the variances that can effect this process. 

This Map is a tool that is used to keep the property owner informed of 
the current position and steps taken so far, which is applied when a 

Resident has not paid Rent by the due date and the Grace Period has 
expired. This process is enacted the moment that a 3 day notice is 

posted on the Resident's door for the outstanding Rent. This is not a 

process to steer away from and it is necessary to stay ahead of it in 
order to secure the proper position and not loose any time for the 

owner if the Resident is unable to pay and an Unlawful Detainer needs 
to be filed with the Court to get the Resident out of the home. 

The Eviction Map is updated and sent to the Owner on a weekly basis 
or as often as is required. 
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Eviction Map 

 

This Map can be updated by denoting the current Step in the Process 
and then emailed to the Owner on a weekly basis or as often as is 

required. 
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Highlighting the Current Step in the Process 

 

Open the File In Microsoft Word: 

1. With your mouse, Select the Step of the Process the Eviction is in. 

2. From the Home Toolbar above, Select the Fill Icon* 

3. The Text area will change from No Background and a White Font to 

a Colored Background and a Black Font. 

Note: * You can select any color when you click the expanding arrow 
for the Fill Icon. The best recommended color is yellow, as you can see 

in this example.  

Legal Disclaimer 

The information discussed in this manual and any Chapter, Article, 

Section, or reference thereof, which is included within it, is not 

intended to be given as legal advice. The publication of this material is 
only given in reference to discuss topics of concern and to bring them 

to the attention of the reader. Should the reader of the said materials 
have any questions regarding any of the content within this manual or 
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its parts, as it relates to your business activities or interests, is highly 

recommended to seek legal advice from a licensed practitioner and to 
address them solely with their own appointed legal council.  

The content and reference material included herein is based on the 
Statutes and Regulations of the State of California. The M1 Licensed 

Operating System, its owner, and or it affiliates, by way of publication 
of this material, is not to be regarded (in any way, form or context), as 

giving legal advice, nor endorsing the practice of law without a license, 
and highly recommends that any reader of the said material should 

seek their own legal advice and representation from a duly licensed 
law practitioner of the State for which applies to them. 
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Eviction Filing Preparation 

This List is used to prepare to file for an Unlawful Detainer Trial. This is 
done when a resident has failed to pay rent or make arrangements to 

pay rent within the allotted time frame, in addition to having given 
proper notice by posting a "3-day Pay or Quit Notice"on the door of the 

rental a "3-day Pay or Quit Notice"as well as mailing a copy to the 
property. By not paying the rent, the resident(s) is(are) in breach of 

there lease and forfeit their right to the property, meaning that the 

resident(s) and "all unnamed parties" that are residing in the home are 
doing so without proper cause. However, it is for a Judge to decide if 

they are detaining the property unlawfully and would need to be 
evicted by a court order and locked out by the Sheriff.   

It is recommended for you to Package all documents, for a final 
review, no later than 10 days prior to the filing. The package is then 

submitted to a supervisor for the office, to get their approval.  

Eviction Filing Prep Checklist 

The following steps are to be followed once you are ready to file an 

eviction: 

1. ___   Double check the night drop, accounting box, etc. that funds 

were not received 

2. ___   Check occupancy to confirm the resident is still in possession 

of the property. You can check this by calling the resident on the 

phone. If you have had no contact with the resident then the 

Property Inspector will need to go to the property to check 

occupancy. You may have to wait 24hrs before filing if occupancy 

could not be determined and a notice was posted. 

3. ___   Pull the 3-Day Notice served 

4. ___   Pull a copy of the rental agreement 

5. ___   Pull a copy of the latest rental modification; if any 

6. ___   Fill out the Proof of Service and have the property inspector 

sign it 

7. ___   Fax/email over all documents to the eviction service; they will 

email you back a confirmation of receipt normally the same day. If 

you do not receive it, contact the eviction company to confirm. 

8. ___   Update the eviction section in the resident detail for tracking 

9. ___   Send the owner the eviction map with the evict1 memo  

10. ___   Stamp the rent receipt with the eviction stamp so rent is 

not mistakenly taken  VERY IMPORTANT 
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11. ___   Each week you will give the owner a call with the update 

as well as send out the eviction map with the eviction memo until 

the eviction is cancelled due to paid in full, resident vacating prior 

to completion or lockout 

12. ___   If the resident pays in full, you must immediately send 

over notice to the eviction service to cancel the eviction and update 

the notes in the system 

13. ___   Call the owner if paid in full  

Legal Disclaimer 

The information discussed in this manual and any Chapter, Article, 

Section, or reference thereof, which is included within it, is not 
intended to be given as legal advice. The publication of this material is 

only given in reference to discuss topics of concern and to bring them 
to the attention of the reader. Should the reader of the said materials 

have any questions regarding any of the content within this manual or 
its parts, as it relates to your business activities or interests, is highly 

recommended to seek legal advice from a licensed practitioner and to 

address them solely with their own appointed legal council.  

The content and reference material included herein is based on the 

Statutes and Regulations of the State of California. The M1 Licensed 
Operating System, its owner, and or it affiliates, by way of publication 

of this material, is not to be regarded (in any way, form or context), as 
giving legal advice, nor endorsing the practice of law without a license, 

and highly recommends that any reader of the said material should 
seek their own legal advice and representation from a duly licensed 

law practitioner of the State for which applies to them. 
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Filing Notice 

This Letter is printed at the same time as the "3-Day Pay or Quit" 
Notice and they are posted and mailed together. 

This Letter properly breaks down and informs the resident of the cost 
associated with paying the Rent late as well as the cost and 

consequence if arrangements are not made to pay the rent and all 
outstanding charges. 

Letter - F Notice 

[Property Management Co. Name] 

[Street Address] 

[City, State, Zip] 

  

IMPORTANT 

  

RENT, LATE FEES (5% OF THE RENT + $5.00/DAY AS OF THE 6TH) 

AND YOUR $50.00 POSTING FEE MUST BE PAID BY THE 9TH AT 5:30 
PM 

EVICTION WILL BE FILED ON THE 10TH AND A $705.00 

ATTORNEY FEE WILL BE CHARGED TO YOU. 

SAVE YOUR CREDIT AND ATTORNEYS’S FEES BY PAYING BEFORE THE 

DEADLINE OR GIVE US A CALL TO MAKE ARRANGEMENTS. 

*PLEASE DISREGARD THIS NOTICE IF YOU HAVE ALREADY 

PAID. 

CALL OFFICE FOR TOTAL CHARGES 

  

Legal Disclaimer 

The information discussed in this manual and any Chapter, Article, 

Section, or reference thereof, which is included within it, is not 

intended to be given as legal advice. The publication of this material is 
only given in reference to discuss topics of concern and to bring them 

to the attention of the reader. Should the reader of the said materials 
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have any questions regarding any of the content within this manual or 

its parts, as it relates to your business activities or interests, is highly 
recommended to seek legal advice from a licensed practitioner and to 

address them solely with their own appointed legal council.  

The content and reference material included herein is based on the 

Statutes and Regulations of the State of California. The M1 Licensed 
Operating System, its owner, and or it affiliates, by way of publication 

of this material, is not to be regarded (in any way, form or context), as 
giving legal advice, nor endorsing the practice of law without a license, 

and highly recommends that any reader of the said material should 
seek their own legal advice and representation from a duly licensed 

law practitioner of the State for which applies to them. 
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Eviction - Unlawful Detainer Trial 

This List is used to prepare for an Unlawful Detainer Trial. This is done 
when a resident has failed to pay rent or make arrangements to pay 

rent within the allotted time frame, in addition to having given proper 
notice by posting a "3-day Pay or Quit Notice"on the door of the rental 

a "3-day Pay or Quit Notice"as well as mailing a copy to the property, . 
By not paying the rent, the resident(s) is(are) in breach of there lease 

and forfeit their right to the property, meaning that the resident(s) and 

"all unnamed parties" that are residing in the home are doing so 
without proper cause. However, it is for a Judge to decide if they are 

detaining the property unlawfully and would need to be evicted by a 
court order and locked out by the Sheriff.   

It is recommended for you to Package all documents, for a final 
review, no later than 10 days prior to the filing. The package is then 

submitted to a supervisor for the office, to get their approval.  

Eviction Trial Checklist 

Preparing for trial 

1.   Pull the property file 

2.   Print a copy of the notepad 

3.   Print a copy of the rental agreement 

4.   Print a copy of the latest rental modification (if applicable) 

5.   Print a copy of the 3Day Notice (or notice used to file eviction) 

6.   Print a copy of the account ledger 

7.   Print out any work orders & invoices that may apply to the 

resident’s claim  

8.    Print out any other pertinent information that applies to the 

resident’s claim 

At Trial 

You will be represented by an attorney who will assist in the 
negotiations of attempting to sign a settlement agreement for the 

resident to agree to pay or vacate the premises. (We recommend not 
giving the resident more than 14 days to vacate in the negotiations) 

After Trial 

1.   Update the court outcome into the property notes in M1 

Software 
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2.   Contact the owner of the property and update the outcome of 

the court trial 

3.   Tickler for the projected follow up date based on the outcome 

(date resident scheduled to pay, date resident scheduled to vacate, 

etc.) 

Legal Disclaimer 

The information discussed in this manual and any Chapter, Article, 

Section, or reference thereof, which is included within it, is not 
intended to be given as legal advice. The publication of this material is 

only given in reference to discuss topics of concern and to bring them 
to the attention of the reader. Should the reader of the said materials 

have any questions regarding any of the content within this manual or 
its parts, as it relates to your business activities or interests, is highly 

recommended to seek legal advice from a licensed practitioner and to 
address them solely with their own appointed legal council.  

The content and reference material included herein is based on the 
Statutes and Regulations of the State of California. The M1 Licensed 

Operating System, its owner, and or it affiliates, by way of publication 
of this material, is not to be regarded (in any way, form or context), as 

giving legal advice, nor endorsing the practice of law without a license, 
and highly recommends that any reader of the said material should 

seek their own legal advice and representation from a duly licensed 

law practitioner of the State for which applies to them. 
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Court Forms (SC 100-104B) Plaintiff's Claim and 

ORDER to go to Small Claims Court 

Forms Disclaimer: The following forms are provided as an example 
of the type of paperwork to expect when needing to File a Plaintiff's 

Claim and Order to go to Small Claims Court. Please realize, these 
forms are used in the Riverside County of the State of California 

Courts and you will need to seek legal council as to the proper and 
correct forms to be used and filed in the jurisdiction of the Rental 

property you are managing. 
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SC-100 Plaintiff's Claim and ORDER to go to Small Claims Court 
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SC-100 Plaintiff's Claim and ORDER to go to Small Claims Court 

(page 2 of 5) 
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SC-100 Plaintiff's Claim and ORDER to go to Small Claims Court 

(page 3 of 5) 
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SC-100 Plaintiff's Claim and ORDER to go to Small Claims Court 

(page 4 of 5) "Information for the Defendant" 
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SC 100 Plaintiff's Claim and ORDER to go to Small Claims Court 

(page 5 of 5) "Información para el demandado" 
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SC-100-INFO Information for the Small Claims Plaintiff 
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SC-100-INFO Information for the Small Claims Plaintiff (page 2 

of 2) 
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SC-103 Fictitious Business Name 
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SC-104 Proof of Service 
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SC-104 Proof of Service (page 2 of 2) 
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SC-104A Proof of Mailing (Substituted Service) 
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SC-104B What is "Proof of Service"? 
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SC-104B What is "Proof of Service"? (page 2 of 2) 

 

Legal Disclaimer 

The information discussed in this manual and any Chapter, Article, 
Section, or reference thereof, which is included within it, is not 

intended to be given as legal advice. The publication of this material is 
only given in reference to discuss topics of concern and to bring them 

to the attention of the reader. Should the reader of the said materials 
have any questions regarding any of the content within this manual or 
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its parts, as it relates to your business activities or interests, is highly 

recommended to seek legal advice from a licensed practitioner and to 
address them solely with their own appointed legal council.  

The content and reference material included herein is based on the 
Statutes and Regulations of the State of California. The M1 Licensed 

Operating System, its owner, and or it affiliates, by way of publication 
of this material, is not to be regarded (in any way, form or context), as 

giving legal advice, nor endorsing the practice of law without a license, 
and highly recommends that any reader of the said material should 

seek their own legal advice and representation from a duly licensed 
law practitioner of the State for which applies to them. 
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Court Form (SC-107) Small Claims Subpoena 

Forms Disclaimer: The following forms are provided as an example 
of the type of paperwork to expect when needing to File a Plaintiff's 

Claim and Order to go to Small Claims Court. Please realize, these 
forms are used in the Riverside County of the State of California 

Courts and you will need to seek legal council as to the proper and 
correct forms to be used and filed in the jurisdiction of the Rental 

property you are managing. 
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SC-107 Small Claims Subpoena  
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SC-107 Small Claims Subpoena (page 2 of 3) 
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SC-107 Small Claims Subpoena (page 3 of 3) 

 

Legal Disclaimer 

The information discussed in this manual and any Chapter, Article, 
Section, or reference thereof, which is included within it, is not 

intended to be given as legal advice. The publication of this material is 
only given in reference to discuss topics of concern and to bring them 

to the attention of the reader. Should the reader of the said materials 
have any questions regarding any of the content within this manual or 
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its parts, as it relates to your business activities or interests, is highly 

recommended to seek legal advice from a licensed practitioner and to 
address them solely with their own appointed legal council.  

The content and reference material included herein is based on the 
Statutes and Regulations of the State of California. The M1 Licensed 

Operating System, its owner, and or it affiliates, by way of publication 
of this material, is not to be regarded (in any way, form or context), as 

giving legal advice, nor endorsing the practice of law without a license, 
and highly recommends that any reader of the said material should 

seek their own legal advice and representation from a duly licensed 
law practitioner of the State for which applies to them. 
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Court Form (SC-109) Authorization to Appear 

Forms Disclaimer: The following forms are provided as an example 
of the type of paperwork to expect when needing to File a Plaintiff's 

Claim and Order to go to Small Claims Court. Please realize, these 
forms are used in the Riverside County of the State of California 

Courts and you will need to seek legal council as to the proper and 
correct forms to be used and filed in the jurisdiction of the Rental 

property you are managing. 
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SC-109 Authorization to Appear 

 

Legal Disclaimer 

The information discussed in this manual and any Chapter, Article, 
Section, or reference thereof, which is included within it, is not 

intended to be given as legal advice. The publication of this material is 
only given in reference to discuss topics of concern and to bring them 

to the attention of the reader. Should the reader of the said materials 
have any questions regarding any of the content within this manual or 
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its parts, as it relates to your business activities or interests, is highly 

recommended to seek legal advice from a licensed practitioner and to 
address them solely with their own appointed legal council.  

The content and reference material included herein is based on the 
Statutes and Regulations of the State of California. The M1 Licensed 

Operating System, its owner, and or it affiliates, by way of publication 
of this material, is not to be regarded (in any way, form or context), as 

giving legal advice, nor endorsing the practice of law without a license, 
and highly recommends that any reader of the said material should 

seek their own legal advice and representation from a duly licensed 
law practitioner of the State for which applies to them. 
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The Small Claims Court - A Guide to its Practical Use 

by the State of California Department of Consumer 
Affairs 

Legal Disclaimer: The information discussed in this manual and any 

Chapter, Article, Section, or reference thereof, which is included within 
it, is not intended to be given as legal advice. The publication of this 

material is only given in reference to discuss topics of concern and to 
bring them to the attention of the reader. Should the reader of the 

said materials have any questions regarding any of the content within 

this manual or its parts, as it relates to your business activities or 
interests, is highly recommended to seek legal advice from a licensed 

practitioner and to address them solely with their own appointed legal 
council.  

The content and reference material included herein is based on the 
Statutes and Regulations of the State of California. The M1 Licensed 

Operating System, its owner, and or it affiliates, by way of publication 
of this material, is not to be regarded (in any way, form or context), as 

giving legal advice, nor endorsing the practice of law without a license, 
and highly recommends that any reader of the said material should 

seek their own legal advice and representation from a duly licensed 
law practitioner of the State for which applies to them. 
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The Small Claims Court - A Guide to its Practical Use 
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Basic Considerations and Questions (page 2 of 6) 
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Basic Considerations and Questions (page 3 of 6) 
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Basic Considerations and Questions (page 4 of 6) 
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Basic Considerations and Questions (page 5 of 6) 
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Basic Considerations and Questions (page 6 of 6) 
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Filing Your Lawsuit (page 8 of 12) 
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Filing Your Lawsuit (page 9 of 12) 
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Filing Your Lawsuit (page 12 of 12) 
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Responding to the Lawsuit (page 5 of 6) 
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Responding to the Lawsuit (page 6 of 6) 
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Making the Best of Your Day in Court 
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Making the Best of Your Day in Court (page 2 of 6) 
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Making the Best of Your Day in Court (page 3 of 6) 
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Making the Best of Your Day in Court (page 4 of 6) 
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Making the Best of Your Day in Court (page 5 of 6) 
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Making the Best of Your Day in Court (page 6 of 6) 
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Collecting or Satisfying the Judgment (page 3 of 5) 
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Collecting or Satisfying the Judgment (page 4 of 5) 

 



L e g a l  M a n u a l  P a g e  | 91 
 

Copyright © 2016 Management One Licensed Operating Systems, LLC. All rights reserved. 

Collecting or Satisfying the Judgment (page 5 of 5) 
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Glossary of Terms (page 2 of 4) 
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Glossary of Terms (page 3 of 4) 

 



L e g a l  M a n u a l  P a g e  | 95 
 

Copyright © 2016 Management One Licensed Operating Systems, LLC. All rights reserved. 

Glossary of Terms (page 4 of 4) 
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