
COMPLAINT 
Complaint is filed by Plaintiff 

against Defendant 
If no Answer is filed  

by Defendant 
If case settles 

outside of court 
When Answer is filed 

by Defendant 

Defendant files  
Answer & Counterclaim 

See Civil Complaint Info 
Steps #1-5 
  Forms Used:  
 Complaint  
      (Original signed + 2 copies)* 
 Summons   
      (Original signed + 2 copies)* 
 Praecipe for Service     
      (Original signed only) 
      List of Process Servers 
 Praecipe to Clerk (opt) 
      (Original signed only) 

 

$50 Filing Fee Due 

Answer 
Defendant files an answer to 
Plaintiff’s Complaint. 

$30 Answer Fee Due 
Defendant may also file a 
Counterclaim. (See Step 8) 

See Step #7 
  Form Used: 
 Answer 

Mediation 
Mediation is scheduled. 
Plaintiff and Defendant will 
appear for mediation with a 
court-appointed, certified 
mediator in an effort to 
reach a resolution. 

See Step #9 

Defendant’s Counterclaim 
Defendant’s claim against 
Plaintiff as a response to the 
Complaint. 

See Step #8 
  Form Used: 
 Answer & Counterclaim 

Plaintiff’s Answer to     
Counterclaim 

Plaintiff files an answer to 
the Counterclaim filed by the 
Defendant. 

 See Step #8a 
 Form Used: 
 Answer to Counterclaim 

Civil Complaint Process Flowchart 
The Steps referred to can be 

found in the  
Civil Plaintiff or  

Civil Defendant Information 

Entry of Default &  
Default Judgment 

Motion filed by Plaintiff. 

See Steps #11 & #12 
Forms Used: 
 Motion for Default 
 Judgment After Default 

Writ of Execution 
Written order that directs 
authorized officer to execute 
and carryout collection of 
Judgment. 

See Step #14 
Forms Used: 
 Writ of Execution 

Satisfaction of  
Judgment 

Notice filed with court 
stating the Judgment has 
been satisfied. 

See Step 15 
Forms Used: 
 Satisfaction of Judgment 

Motion to Dismiss 
Plaintiff will file a Motion to 
Dismiss the complaint. 

See Step #16 
Forms Used: 
 Motion to Dismiss 

*Note:  
If more than one defendant 
is listed on the Complaint,  
an additional copy of the 
Complaint and Summons   
are required per each       
defendant. 

Judge Trial 
If no resolution is reached at 
mediation, the Plaintiff may 
file a motion for a Judge Trial 
where parties will present 
their case to the Judge. 

See Step #10 
Forms Used: 
 Civil Motion 

Judgment 
Judge may enter Judgment at 
once or within 30 days.    
Prevailing party must pay  

$20 Judgment Fee 

See Step #13 

Service of Complaint  
and Summons 

Once defendant is served, 
the original Affidavit of    
Service and the original  

Summons must be filed with 
the Clerk of Court. 

See Step #6 

Notice of Appeal 
A Notice of Appeal filed with 
the court within 30 days of 
Judgment. 

See Step 17 
Forms Used: 
 Notice of Appeal 

Defendant’s Entry of  
Default Counterclaim 

If Answer to Counterclaim is 
not filed by Plaintiff within 20 
days of service, the Defend-
ant may request Default 
against Plaintiff. 

See Step #8b 
  Form Used: 
 Civil Motion 

OR 

https://gallatincomt.virtualtownhall.net/sites/g/files/vyhlif606/f/uploads/civil_plaintiff_information_7.pdf
https://gallatincomt.virtualtownhall.net/sites/g/files/vyhlif606/f/uploads/civil_complaint_form-regular_civil_-_fillable.pdf
https://gallatincomt.virtualtownhall.net/sites/g/files/vyhlif606/f/uploads/civil_summons_form-20_day_-_fillable.pdf
https://gallatincomt.virtualtownhall.net/sites/g/files/vyhlif606/f/uploads/civil_praecipeservice.pdf
https://gallatincomt.virtualtownhall.net/sites/g/files/vyhlif606/f/uploads/civil_process_servers_contact_list.pdf
https://gallatincomt.virtualtownhall.net/sites/g/files/vyhlif606/f/uploads/civil_praecipeclerk.pdf
https://gallatincomt.virtualtownhall.net/sites/g/files/vyhlif606/f/uploads/civil_answer.pdf
https://gallatincomt.virtualtownhall.net/justice-court/pages/mediation
https://gallatincomt.virtualtownhall.net/sites/g/files/vyhlif606/f/uploads/civil_answer_counterclaim.pdf
https://gallatincomt.virtualtownhall.net/sites/g/files/vyhlif606/f/uploads/civilanswertocounterclaim.pdf
https://gallatincomt.virtualtownhall.net/sites/g/files/vyhlif606/f/uploads/civil_plaintiff_information_7.pdf
https://gallatincomt.virtualtownhall.net/sites/g/files/vyhlif606/f/uploads/civil_defendant_information_3.pdf
https://gallatincomt.virtualtownhall.net/sites/g/files/vyhlif606/f/uploads/motion_for_default.pdf
https://gallatincomt.virtualtownhall.net/sites/g/files/vyhlif606/f/uploads/judgmentafterdefault.pdf
https://gallatincomt.virtualtownhall.net/sites/g/files/vyhlif606/f/uploads/execution.pdf
https://gallatincomt.virtualtownhall.net/sites/g/files/vyhlif606/f/uploads/satisfaction_of_judgment.pdf
https://gallatincomt.virtualtownhall.net/sites/g/files/vyhlif606/f/uploads/motion_to_dismiss.pdf
https://gallatincomt.virtualtownhall.net/sites/g/files/vyhlif606/f/uploads/civil_motion_form_-_fillable.pdf
https://gallatincomt.virtualtownhall.net/sites/g/files/vyhlif606/f/uploads/civil_notice_of_appeal_form_-_fillable_0.pdf
https://gallatincomt.virtualtownhall.net/sites/g/files/vyhlif606/f/uploads/civil_motion_form_-_fillable.pdf

