To all litigants,

PLEASE NOTE: ALL PARTIES MUST READ “THE ABBREVIATED GUIDE

TO SMALL CLAIMS” AVAILABLE THE SHEBOYGA TY
OFFICIAL WEBSITE, sheboygancounty.com. THE DOCUMENT IS AVAILABLE
ON THE PAGES OF BOTH THE CLERK OF COURTS OFFICE AND THE
FAMILY COURT COMMISSIONERS OFFICE. If necessary, a paper copy of the
Guide can be obtained in person from the Clerk of Courts office. Failure to read
and follow all rules in the Guide and this letter may result in adverse consequences
to parties failing to follow the applicable law and procedure.

Additional assistance can be found on the Wisconsin Supreme Court website at
wicourts.gov, under the forms tab, civil tab, and the self-representation tab. Court
staff or judicial officers cannot give legal advice.

THESE SPECIFIC LOCAL INSTRUCTIONS OVERIDE ANY LANGUAGE
REGARDING APPEARANCES ON THE COMPLAINT ITSELF, INCLUDING IN
THE BOX MARKED “WHEN TO APPEAR/FILE AN ANSWER”. FOLLOW
ONLY THE INSTRUCTIONS BEL.OW.

This letter will provide important information regarding the initial appearance in
this matter. Information on the next steps in the process are in The Abbreviated
Guide referenced above.

For EVICTION ACTIONS ONLY, plaintiffs and defendants must appear on the date
listed on the summons for the initial appearance. At that time, the defendant will submit
a written answer to the complaint.

Eviction hearings will continue to be scheduled before the circuit court branches on the

Mondays following the return date. Notice will be sent to the parties informing them of
the date and time of their appearance and procedures for attending to the hearing. If you
do not receive notice by the Thursday after the initial appearance, litigants should check
the CCAP website or call the Clerk of Courts Office to verify your next appearance date.

In all other small claims matters, initial appearances are conducted in writing only. Do
not come to the courthouse in person on the return date listed in the summons. All
answers are to be e-filed or submitted by mail only.

The PLAINTIFF does not need to file a letter of appearance, but Proofs of Service and
non-military service must be filed with the Clerk of Courts office by noon on the Friday
before the date of the scheduled initial appearance. The proof of service can be
submitted via efiling OR mailed in to arrive by the deadline set by the court. The
proof of Non-Military Service can be found at wicourts.gov, under Form, Circuit Court,
General, Form GF-175. Submission through the efiling system or by mail is strongly
preferred.



If you are a DEFENDANT, you may file your answer through the e-filing system or by
mail. Defendants should receive a copy of the answer form with the complaint. If you
do not have a form, it can be downloaded at wicourts.gov, under “Forms,” “Circuit
Court,” “Small Claims”. Form SC5200V. Answers must be received by the Clerk of
Courts Office by noon of the Friday before the scheduled initial appearance date. A
copy also must be mailed to the plaintiff or his or her attorney at this time as well.

After eviction hearings have been held, the matter will be scheduled for a pretrial
conference. Please read the notice carefully for all the instructions for participating. If
you do not appear as ordered, the matter may be dismissed or a judgment entered against
you.

The procedures for fact finding hearings before the Court Commissioner are detailed in
the Abbreviated Guide to Small Claims. Dates and instructions for appearing at the
hearing will be forwarded to the parties as the hearings are scheduled.

You must keep your address and telephone number updated with the Clerk of Courts at
all times. If you have cases other than a small claims matter, you must advise the clerk
about gvery pending case that you have before each circuit court branch so that changes
can be made to every file. At this point, the state case filing system does NOT have a
universal address replacement function.

Any questions should be directed to the Clerk of Courts office at (920) 459-3898..

Sincerely,

Susan M Schaubel
Assistant Court Commissioner



