Instructions for How to Start a New Case with a Fee Waiver

During COVID-19 closure of Clerk’s Office

Step 1: Log in or Create E-filing account at

https://dja-efsp.kingcounty.gov/EFiling/Logon/Logon.aspx?ReturnUrl=%2fEFiling%2fdefault.aspx

Step 2: Select ‘Ex Parte via the Clerk’ in the E-filing section of the application
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Step 3: Enter in the following case number: 02-2-99999-9. Once that is typed in, select ‘Next’.
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Step 4: Under Ex Parte via the Clerk Submission Information — on the Submission tab, Complete all fields with

Contact and Case Information for your request. Please note your Ex Parte Presentation location and select ‘No’ for is
your hearing in the next 30 Days.

Submission |Propoﬁed Orders | E-Filed Documents | Adding Documents | Quantities | Other Services

Summary | Checkout
ExParte Via the Clerk Submission Information

ywrs| IMPORTANT MESSAGE REGARDING UNLAWFUL DETAINER ACTIONS:

Per King County Superior Court Emergency Order Number 9, the court is
suspending/staying further civil residential eviction actions until March 30, 2020, unless
that emergency order is superseded by a subsequent emergency order.

Case Caption TEST39vs TESTZZ Case #02-2-99998-8

Case Description [Domestic | In estate cases, check [Jif will has already been filed
Law Firm/Name

Contact Person  [GS | Contact #(867-5309 | pooccowoootiomsy Ext# |
Email |gs@gsmail.com |

Mailing Address [516 3rd AVE |

cry sie[fa] 2p G0
ExParte Presentatioan'icK—up Location | Seattle - SEA ~

|5 there a hearing or trial scheduled before an assigned judge within the next 30 days O Yes ® No
(Not including any hearing being scheduled by this proposed order)
Service Requested

Service Requested
) Regular ($30.00) O Expedited (860.00) @ Fee Waived (Regular)
[Court or Clerk fee waiver already on file v|

Return Via
(2 Messenger ) Notify for Pickup () Mail to the address listed above @ Email
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Step 5: On that same screen in the ‘Service Requested’ section, select ‘Fee Waived (Regular)’. A drop down will
appear. Select ‘Court Clerk Fee Waiver already on file” from that drop down.

Submission ‘ Proposed Orders | E-Filed Do Adding Do Qu iti Other Services
ExParte Via the Clerk Submission Information

Summary | Checkout

rs| IMPORTANT MESSAGE REGARDING UNLAWFUL DETAINER ACTIONS:

Per King County Superior Court Emergency Order Number 9, the court is
suspending/staying further civil residential eviction actions until March 30, 2020, unless
that emergency order is superseded by a subsequent emergency order.

Case Caption TEST3I9vs TESTZZ Case # 02-2-99999-9

Case Description In estate cases, check [ if will has already been filed
Law FimiName

Contact Person  [GS |Contact # [867-5309 | poccxocsooocromen EX#[ |
Email gs@gsmail.com ‘

Mailing Address 516 3rd AVE |
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ExParte Presentation/Pick-up Location [Seattle - SEA v

Is there a hearing or trial scheduled before an assigned judge within the next 30 days U Yes ® No
(Not including any hearing being scheduled by this proposed order)
Service Requested

Service Requested
) Regular (330.00) O Expedited ($60.00) ® Fee Waived (Regular}
[Court or Clerk fee waiver already on file |

Return Via
':'Messenger ':'Nonfy for Pickup () Mail fo the address listed above ® Email
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Step 6: Select one of two methods of return, Mail or Email. Select ‘Next’.
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sers | IMPORTANT MESSAGE REGARDING UNLAWFUL DETAINER ACTIONS:

Per King County Superior Court Emergency Order Number 9, the court is
suspending/staying further civil residential eviction actions until March 30, 2020, unless
that emergency order is superseded by a subsequent emergency order.

Case Caption TEST39vs TESTZZ Case# 02-2-99999-9

Case Description In estate cases, check it will has already been filed
Law Firm/Name

Contact Person  [GS | Contact # [206-867-5309 | pocxooccocomay Bxt[ |
Email ‘gs@gsmail.com |

Mailing Address 516 3rd AVE |

ciy st wa| 2
ExParte Presentation/Pick-up Location | Seattle - SEA v

Is there a hearing or trial scheduled before an assigned judge within the next 30 days O Yes O No
(Not including any hearing being scheduled by this proposed order)
Service R

Service Requested
O Regular (§30.00) ) Expedited (360.00) ® Fee Waived (Regular)
[Court or Clerk fee waiver already on file V|

Return Via
(O'Messenger () Notify for Pickup ) Mail to the address listed above (®) Email
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Step 7: On the Proposed Orders tab, choose ‘Agreed Order’ from the Document Type drop down.

Next use the Browse button to upload you Order to Waive Fees and select ‘Add’.
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Once you have added your Order to Waive fees- confirm the correct file was uploaded and then select ‘Next’
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You may add up to 5 proposed orders for your ExParte request

Upload your proposed Order:
NOTE: Agreed Orders may be submitted in PDF. All other orders must be in Word format (doc or docx).

The Document Type selection have been recently updated. Please select the document type that most accurately relfects
your proposed order.
Document Type (*): [AGREED ORDER V|

Select File(*): | Browse...

Order Added Successfully
| Document Type | File Name | File Size | ‘

| AGREED ORDER (AGOR) | Order for Fee Waiver pdf | 0.177MB | ‘

Euild: E-Filing 4.1.3 - 11/14/2018 ©:09:23 PM
Environment: FROD

Home | Privacy | Accessibility | Terms of use | Search
Links to external sites do not constitute endorsements by King County. By visiting this and other

Step 8: Select ‘Next’ to go to the Adding documents page
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Submission | Proposed Orders | Ediled Docusnents | Adding Docusnents Cuontities | Other Survices Summory | Checkout

ExParte- Choose E-Filed Document

Case Number: 02-2-090040-9 Case Title: TEST'39 vs TEST 27

Please add documents 1o Ex Parte via Clerk using nexd page

Step 9: Use the Adding Documents page to upload your Motion for Fee Waiver and Financial Statement and all
other initiating documents as separate files (e.g. Petition, CICS, etc.) by using the Document Type drop down menu
and Browse button. Once a file is selected, click on the ‘Add’ button.

*** PLEASE LIST ALL DOCUMENT TYPES AS ‘OTHER (DO NOT FILE UNSIGNED ORDERS)’ in the ‘Document Type’ drop

down menu.
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Step 10: Continue adding initiating documents, whatever those may be, (all under the Document Type ‘Other”) and
review your files to make sure everything is listed and accurate.

Required documents to initiate a case (for example: Petitions, Complaints, and Case Assighment Area Form and Case
Index Cover Sheets, Confidential Information Form, ) most forms can be found at
https://kingcounty.gov/courts/clerk/forms.aspx and for family law forms at
http://www.courts.wa.gov/forms/?fa=forms.static&staticlD=14 &

AT THIS TIME UNSELECT THE ‘E-FILE ME’ tick boxes (circled in red below)

Once you have confirmed this, select ‘Pay and Submit Now’.
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Step 11: Review the Summary page for accuracy (this includes Case Information, Documents Requested, and Cost

information.) Once you have confirmed the information is correct, please select ‘Submit This Request’.
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INSTRUCTIONS Submission

Summary of ExParte Documants and Printing Optlons

Proposed Orders | - lled Documents  Adding Documents  Quantites  Other Services  Summary | Checkout

[ T
Hease do not use your browser's) Caze Information
Back buttan

Case Humber: 02-2.99099.9
Case Title: TEST30 vs TEST 22
Case Doscription: Domastic

FuY .., Adobe” Lawflm o User Name: 65

seie — Readler] Contact Person: G5
Address: 516 Jed Ave

Seattle WA 00104

Phone: 206-867-5309
Presentation/Pickup Location: SEA
Return Type: Email

A heanng of irial is scheduled before an assigned judge within e ned 30 days.

ExParte Services and Document(s) Requested
CICS.pat [GTHER (D0 HOT FILE UNSIGNED DROERS) (OTHER)] Page(s) 1. E-File Mo Yos
Declarationpaf [(THER (00 NOT FILE UNSIGNED ORDERS) (OTHER]]. Page(s) 1. E-File Me: Yos
Mation for Fee Waiver.pdl . Pageds) 1. E-File Me No
Order for Fee Waiver.pdf [AGREED ORDER (AGOR)]. Page(s) 1, E-File Me. Yes

Petition for Couse of Action.pdf [OTHER (DO NOT FILE UNSIGNED ORDERS) (OTHERY Pageds) 1
E-File M Yos

Fo Warved (FReguiar) Service
Fees

st For Services Requostnd 000
Total Costs: $0.00

{in addion there is a $2 49 ecommerce lransaction fee assessed for credil cards or $1.00 for infernel checks)

After submitting this request you have the option to Save or Print your submission Receipt from the confirmation
Submission | Proposed Orders | Adding Documents | Ordering | Quantities | Other Services | Summary | Checkout | Confirmation 1
Official Confirmation of ExParte Documents and Printing Options

3 Case Information
Case Number: 02-2-95999-9
Case Title: TEST'39vs TEST ZZ
Case Description: Domestic
Lawfirm or User Name: GS
Contact Person; GS
Address: 516 3rd Ave

Seatile WA 02104

Phone: 206-867-5309
Presentation/Pick-up Location: SEA
Return Type: Email
Payment Type: Service Fee Waived
Date Paid: 3/13/2020 11:26:07 AM
Paid Amount: $0.00

A hearing or trial is scheduled before an assigned judge within the next 30 days

ExParte Services and Document(s) Requested

CICS.pdf [OTHER (DO NOT FILE UNSIGNED ORDERS) (OTHER]]. Page(s): 1. E-File Me: Yes

Declaration.pdf [OTHER (DO NOT FILE UNSIGNED ORDERS) (OTHER)]. Page(s) 1. E-File Me Yes

Motion for Fee Waiver.pdf . Page(s): 1. E-Filz Me: No

Order for Fee Waiver.pdf [AGREED ORDER (AGOR])]. Page(s): 1. E-File Me: Yes

Petition for Cause of Action.pdf [OTHER (DO NOT FILE UNSIGNED ORDERS) (QTHER)]. Page(s): 1.
E-File Me: Yes

Costs Information

" - %3000
Fee Walved (Reqular) Service This Service Fee is waived with this reason: Clerk's Office fee waiver

Fees: request.
Cost For Services Requested: $0.00
Total Costs: $0.00

Grand Total: $0.00

Return to Home Save Receipt Print Receipt
Page. I

You will receive your case number and case schedule within 24 hours, if the court grants the fee waiver. Please feel
free to contact the Clerk’s Office with any questions, Seattle Cases contact 206-477-0816 and Kent cases call 206-477-

3046.



Thank you



