
IN THE CIRCUIT COURT OF LARAMIE COUNTY 

FIRST JUDICIAL DISTRICT 

309 W. 20TH ST., RM. 2300 

CHEYENNE, WYOMING  82001 

1-307-633-4326 

 

INSTRUCTIONS FOR FILLING OUT SMALL CLAIMS FORMS 

 
The SMALL CLAIMS AFFIDAVIT must be completed in its entirety.  The person who is suing is the “Plaintiff” and 

the person being sued, is the “Defendant”.  You will need to include in paragraph 1 of this form the amount 

being sought (jurisdictional limit is $6,000.00) and a brief description of why the lawsuit is being filed. 

 

The filing fee of $10.00 and the appropriate service fee must be itemized in the description of the 

complaint. DO NOT add the filing and service fee into the dollar amount listed in paragraph 1 of the 

complaint.  

 

If you are filing in person, you can take the complaint to the Laramie County Sheriff’s Department or seek 

your own private process server.   Process Servers fees vary. It is your responsibility as the plaintiff to contact 

a process server and to make arrangements with the process server to take possession of the papers to be 

served. If after the papers have been served your process server gives you any documentation regarding 

the service process you must bring those documents to the court to be filed.  The process server must 

notate the Service Return with the amount charged for the service of the complaint.  Without proof of 

service you will not be given a default judgment in the event that the defendant fails to appear.  

 

If you are filing by mail you will be required to provide a self addressed stamped envelope for the return of 

your copies and the papers to be served.  You will then be required to forward the papers to be served to 

the Laramie County Sheriff’s Department or to the private process server you chose. 

 

If you have any attachments that you refer to in your complaint, you must include a copy for the Court, 

your file and each defendant, at the time of filing.  Evidence is not required when filing but must be 

brought to the hearing, Please make enough copies of your evidence for all parties including the Court.  

The Court charges $1.00 for the first copy and $0.50 for each additional copy made. 

 
Addresses for the plaintiff and defendant are also required on this form in the appropriate blocks, not in the 

heading.  The address for the Defendant must be a physical address, not a P.O. Box.  The affidavit must be 

signed by the plaintiff in the presence of a Notary Public or a civil Court Clerk.   

 

The SUMMONS form is only to be partially filled out by the person (plaintiff) who is suing.  The top portion of 

this form is to be completed with the plaintiff’s name and the defendant’s name, as designated.  NO 

addresses are required in this top area (heading) of either form.  The center section of this form must be 

completed with only the defendant’s name and address.  Please be sure to include all parties’ correct zip 

codes.  A civil court clerk will complete the form.  Please, DO NOT separate forms. 

 

*PURSUANT TO Wyoming Rules Governing Small Claims Cases – Rule 4 – A defendant in a small claims 

action may only be sued in the county in which the defendant has an address. 

 

It would be beneficial to provide the Court with a few dates of availability or any dates that you will NOT be 

available to appear in Court.  Court dates are usually scheduled within a few weeks from the date of filing.  

 

If you have any questions, or require further assistance, you may call the above number or write to the 

Circuit Court of Laramie County at the above address. 

 

Please note that Clerks cannot give legal advice. 

 

Any questions concerning service of your papers must be directed to the process server you chose to serve 

your papers.  It is your responsibility to follow-up as to whether the defendant was served. 

 

Updated 4-30-12 (changes approved by CRR) 


