


























































JILL FANKHAUSER , CLERK OF COURTS 
PORTAGE COUNTY MUNICIPAL COURT 

 
        

Ravenna Division              Kent Division 
        203 W. Main St  P.O. Box 958                         303 East Main Street 
        Ravenna OH   44266     Kent OH 44240 
        Phone (330) 297-3635                                       (330) 678-9170 
        (330) 297-3526  (fax)                                         (330) 678-5107 (fax) 

www.co.portage.oh.us 
 

 
 
Dear Plaintiff: 
 
 
The filing fee for a small claim complaint is $91.00 for the first defendant and $10.00 for each additional 
defendant on the same claim.  The summons is sent by certified mail. If service is to be done within 
Portage County, you may also request the bailiff to serve the summons for an additional filing fee of 
$22.00.   
 
Small claims cases are for money only and the claim cannot be over $6,000.00.  You are the plaintiff and 
the person you are filing against is the defendant.  You must have a good address on the person you are 
filing against, and the person must live in Portage County or the transaction must have taken place in 
Portage County. 
 
A small claims hearing will be set before the Magistrate in 4-6 weeks after the case is filed and will go 
forward only if the defendant has been properly served with the summons. When the case is heard, you 
will bring any proof or witnesses at that time. 
 
If the parties settle before the court hearing, the plaintiff will be responsible to notify the court, in writing, 
that the case is to be dismissed and the hearing is not necessary.   
 
Please call the court the day of the hearing; or if it is scheduled in the morning, call late afternoon 
the day before, to be sure the small claim hearing will be going forward.  Office hours are 8:00 am – 
4:00 pm, Monday through Friday.  
 
If a continuance is requested, it must be done in writing and filed with a $10 filing fee.  If 
it is granted, it is your responsibility to contact the other party to let them know the case will not go 
forward. 
 
 



1) COMPLAINT FILED:  The clerk’s office will assist the plaintiff in preparing a small claim complaint.  
 

If the complaint includes any personal identifiers such as:  
a. social security numbers, except for the last four digits 
b. financial account numbers, including but not limited to debit card, charge card and credit card 

numbers 
c. employer and employee identification numbers 
d. juvenile’s name in an abuse, neglect, or dependency case, except for juvenile’s initials or a 

generic abbreviation such as ‘cv’ for ‘child victim’. 
Please use the attached confidential information form for any of the above information to relieve you 
from any liabilities based on the Rules of Superintendence 45 (d) (2).  

 
2) SERVICE:  A copy of the complaint is mailed by the court by certified mail to the defendant.   If the 

certified mail is not delivered, the plaintiff will be notified.  
 

3) HEARING:  The trial is conducted by the magistrate, both plaintiff and defendant should bring all of 
their witnesses and documents related to their claim. 

 
4) DECISION OF THE  MAGISTRATE:  The magistrate will decide the case either at the trial or at a 

later time. A copy of the written decision will be mailed to both the plaintiff and defendant. 
  
5) RULE 53 (D) (3) (b) (i): OBJECTION TO MAGISTRATE’S DECISION:  If the plaintiff or 

defendant believes  that the magistrate has made a mistake in applying the law to the facts, the 
objections must be in writing stating the reasons for the objections.  The objections must be filed with 
the court within 14 days after the date of the magistrate’s decision.  A copy of the objections must be 
mailed to the other party. 

 
6) FINAL JUDGMENT:   The judge of the Municipal Court reviews the magistrate’s decision and any 

written objections and makes final judgment. 
 
7) APPEAL:   The final judgment made by the judge can be appealed to the Court of Appeals.  This is a 

technical procedure with strict time limits.  Filing an appeal to the Court of Appeals may require the 
services of an attorney. 

 
8) VEHICLE COMPLAINTS:  If the complaint has to do with a motor vehicle, you must be prepared to 

show the title, in your name, at the time of the hearing. 
 
For more useful information you can log onto the website for the Ohio Judicial Conference: 
http://www.ohiojudges.org/citizen-guide-brochures 
 
THE CLERK’S STAFF IS NOT PERMITTED TO GIVE ANY LEGAL ADVICE 
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SMALL CLAIM COMPLAINT AND STATEMENT OF CLAIM 
          

CASE NO.______________________________ 
 

Is the DEFENDANT presently in the military or naval service of the United States:     Yes       No 
 

STATEMENT OF CLAIM (IF ACCOUNT,  COPY ATTACHED)  
__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 
Wherefore Plaintiff prays judgment against Defendant in the sum of $_________________, plus interest from the ___________day of 
_________________________, 20___________, at the rate of ______________% and costs 
 
THE STATE OF OHIO   ) 
COUNTY OF ______________________   )    ss.  AFFIDAVIT OF COMPLAINANT’S CLAIM 
____________________________________ being first duly sworn, on oath states that they are the Plaintiff(s) in the above entitled cause; that the 
said cause is for the payment of money, that the nature of Plaintiff’s demand is as stated, and that there is due to the Plaintiff(s) from the Defendant(s) 
the amount stated above.                                           

 
Plaintiff’s signature __________________________________________ 

  Subscribed and sworn to before me this_________day of______________________,20____ 
 
        __________________________________________ 
        Clerk, Deputy Clerk, Notary Public 

Plaintiff________________________________________ 
Address________________________________________ 
_______________________________________________ 
_______________________________________________ 
Phone No._______________ Fax No. ________________ 
Email address:__________________________________ 

Defendant________________________________________ 
Address__________________________________________
_________________________________________________
_________________________________________________ 
PhoneNo._________________________________________ 

Plaintiff________________________________________ 
Address________________________________________ 
_______________________________________________ 
_______________________________________________ 
Phone No._________________  Fax No._____________ 
Email address:__________________________________ 
 

Defendant________________________________________ 
Address__________________________________________
_________________________________________________
_________________________________________________ 
PhoneNo._________________________________________ 

-vs- 
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