Superior Court of the State of California
County of Kings

Request for Order
Packet Purchase Price: $20.00

THERE WILL BE ABSOLUTELY NO REFUNDS OR EXCHANGES ON THE PURCHASE OF
SUPERIOR COURT FORMS OR PACKETS

What is a Request for Order?

It can be used by either party to ask for court orders in your family law case. For specific
information regarding how to utilize the Request for Order in your particular situation, refer to the
Information Sheet for Request for Order (FL-300-INFO) attached.

Alert! A Request for Order may not be used to iniate a case. You must file this paperwork into an
open family law case. You may not use a Request for Order for a contempt action; to set-
aside a child support order; or for a Domestic Violence Order. If you have a question about
whether or not the Request for Order is the right form for your situation, ask the Family Law
Faciliator/Self-Help Center.

What happens once the forms are completed?

Once the forms are completed the Request for Order (original and copies) are submitted to the
court filing. If you have requested temporary orders or other orders that will go into effect before
the hearing, or you have asked the Court to order the other party to attend the hearing, your
documents will need to be submitted to the judge to review. Please allow 7 to 10 court days for
this to occur. Upon return from the Judicial Officer, the Request for Order will be assigned a
hearing date and all copies will be held at the clerk’s office for pick-up.

How does this order get served?

Personal service is required if you have requested temporary orders or other orders that will go
into effect before the hearing, or you have asked the the court to order the other party to attend
the hearing and the judge has signed the “Court Order” portion of the Request for Hearing form.
Service shall be performed at least 16 days prior to the hearing (FC 5000).

Service by mail may be done if you have not asked the court for orders that will go into effect
before the hearing, or you have not asked the court to order the other party to attend the hearing
and the “Court Order” portion on page 1 of the Request for Order has not be completed or signed
by the judge. Service shall be performed at least 16 days (+ 5 days for mailing) for a total of 21
days prior to the hearing (CCP 1005).

What is the court filing fee?

Request for Order $ 60.00
Request for Order that includes modification of custody and/or visitation $ 85.00
Court Reporter Fee $ 30.00
First Appearance fee* $435.00
*This fee is also due upon filing the Request for Order, if it has not previously been paid for.
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| Step 1. Complete the following forms to obtain a hearing date:

Last revised

Form name and number: GIiB

1. [ ] Request for Order (FL 300) 07-01-12
If applicable, complete and attach these forms to the Request for Order:
b. |:| Temporary Emergency Court Orders (FL 305) 07-01-12
c. [_] child Custody & Visitation Application Attachment (FL 311) 07-01-05
d. [ | Request for Child Abduction Prevention Orders (FL 312) 07-01-03
e. [_| Children’s Holiday Schedule Attachment (FL 341(C)) 01-01-05
f. |:| Additional Provisions—Physical Custody Attachment (FL 341(D)) 01-01-05
e. | Joint Legal Custody Attachment (FL 341(E)) 01-01-05
g. |:| Spousal or Partner Support Declaration Attachment (FL 157) 01-01-12

The following form is completed and used to calculate support and ask for cost reimbursements:
2. |:| Income and Expense Declaration (FL 150)

The following form is completed if you have children (under the age of 18) with the other party:
3.[ | Declaration Under Uniform Child Custody Jurisdiction and Enforcement Act (UCCJEA) 01-01-09
(FL 105)
e A blank copy of this form is provided in this packet to serve on the other party.
a.[_] Attachment to Declaration Under Uniform Child Custody Jurisdiction and 01-01-09
Enforcement Act (UCCJEA) (FL 105(A))

e This form is only used when you have more than two children with the other party.
e A blank copy of this form is provided in this packet to serve on the other party.

Step 2. Have your forms reviewed.

You may seek the assistance of the court’s family law facilitator or self-help center to review your
paperwork. They can make sure you filled it out properly before you move ahead with your case.

You can also hire your own lawyer to review your papers or to get legal advice.

Step 3. Copy your forms for filing with the court.

One copy will be for you; another copy will be for each party involved. The original is for the court. The
court will retain the originals.

If a form has writing on both sides:
v use two separate pages to copy the 2-sided form or
v' copy the 2-sided form (as presented in the packet provided by the court)
v all 2-sided copies must be “tumbled” or they will be rejected.

How do | assemble and hole punch my forms?
v Each form, to be filed, that has multiple pages and/or attachments must be stapled.
v" Each original form must be two-hole punched at the top.
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Step 4. File your forms with the court clerk.

Turn in your forms (the originals AND copies) to the court clerk. If there are no obvious errors, the clerk
will file your forms. The originals will be kept by the court and the copies will be returned to you.

You will have to pay a filing fee. If you cannot afford the fee, you can ask the clerk for a fee waiver.

Where can | file my paperwork?

AVENAL 501 E. Kings Street, Avenal, CA 93204 (559) 386-5225
CORCORAN 1000 Chittenden Avenue, Corcoran, CA 93212 (559) 992-5193
HANFORD 1426 South Drive, Hanford, CA 93230 (559) 582-1010

Hours of Operation:

Except for Judicial Holidays

Monday — Thursday 8:00 a.m. to 4:00 p.m
Friday 8:00 a.m. to 11:30 a.m.

’ Step 5. Retrieve your copies of the signed Request for Order (from the clerk’s office).

Serve each party with:

v'aconformed copy of the Request for Order (and attachments) and
v the following BLANK forms:

Form name and number: Last;:\.lised
1. [_] Responsive Declaration to Request for Order (FL 320) 07-01-12
2. [ ] Income and Expense Declaration (FL 150) 01-01-07
3. |:| Declaration Under Uniform Child Custody Jurisdiction and Enforcement Act 01-01-09
(UCCIJEA) (FL 105)
a. |:| Attachment to Declaration Under Uniform Child Custody Jurisdiction and 01-01-09
Enforcement Act (UCCJEA) (FL 105(A))

e This form is only served when you have more than two children with the other party.

Step 6. Complete and file the Proof of Service

Once service is completed to all parties involved, your server must complete one of the following
forms for each party served:

Personal Service:

[ ] Proof of Personal Service (FL 330) 01-01-12

Information Sheet for Proof of Personal Service (FL 330-INFO) — This form is provided for 01-01-12
informational purposes only and does not need to be served to the other party or submitted
to the clerk’s office with the completed Proof of Service.

Service by Mail:

[] Proof of Service by Mail (FL 335) 01-01-12

Information Sheet for Proof of Service by Mail (FL 335-INFO) — This form is provided for 01-01-12
informational purposes only and does not need to be served to the other party or submitted
to the clerk’s office with the completed Proof of Service.
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Step 7. Attend the hearing.

Attend the hearing. Once a ruling is made, the judge may order a Findings and Order After Hearing to
be prepared by you or the other party. The Findings and Order After Hearing are the formal orders of
the court. Note: You must have a formal order if in the future you wish to modify your orders or need
assistance from law enforcement to enforce your orders.

1. [ ] The Findings and Order After Hearing forms may be retrieved at the clerk’s office or at
http://www.courts.ca.gov

Complete the following forms if your Order includes Child Support:

1. [ ] child Support Case Case Registry Form (FL 191)

e This form registers the case in a national registry to help with enforcement. You must deliver
this form to the court at the same time you file the judgment.

2. [_] Notice of Rights and Responsibilities (Health-Care Costs and Reimbursement 01-01-15
Procedures) (FL192)
3. [_] order/Notice to Withhold Income for Child Support (FL 195) 01-01-15

e This form orders the paying parent’s employer to withhold child support from that parent’s
paycheck. After the judicial officer signs this form, you must mail it to the respondent’s

employer.
e Deliver to the court the original and two (2) copies of this form.
4, |:| Income Withholding for Support — Instructions (FL 196) 01-01-15

e Instructions to FL195. This form is provided for informational purposes only and does not
need to be served to the other party or submitted to the clerk’s office.
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