Important Reminders For Pro Se Litigants

e Include your case number, the case name, and the name of the district judge and
magistrate judge on everything that you file with the court.

* When you file anything with the court, you must also serve a copy on every other party
in the action. Your filing must include a certificate of service as the last page. The
certificate of service must state that you served every other party, how you served
them (generally, by mail or by the court’s electronic filing system), and on what date
you served them. If you fail to do this, your filing may be rejected and your case
may be dismissed.

 You must immediately notify the court of any change in your mailing address. Failure
to do so may result in the involuntary dismissal of your case for failure to prosecute.

o [f your opposing party files a motion and you do not file a response in opposition, the
court may find that you consent to, agree with, or do not oppose the motion and may
grant the relief your opposing party requested. This may include dismissing your
case. You must consult the Federal Rules of Civil Procedure and the court’s Local
Rules to find out the time in which your response in opposition must be filed.

eRead everything you receive from the court and other parties in your case immediately.
If you receive certified mail from the court, do not refuse it or fail to pick it up.

e Always keep all of your paperwork. Be sure you keep a copy of everything that you
file with the court and everything you receive from the court or from an opposing

party.

e Meet every deadline set by the court or the rules. If you cannot meet a deadline, you
must file a motion for an extension of time before the deadline passes. If you fail to
meet a deadline, you may risk losing your case.

« Use your own words and try to be as clear as possible in everything that you file. You
do not need to “sound like a lawyer.” It is better to be clear, straightforward, and
specific about your claims.

o If possible, have someone else read your papers before you file them. Make sure the
other person understands what you are saying in your papers. Often, cases are
decided only on the papers that are filed, without the parties appearing in court. You
want to be sure you make your best case in everything that you file.

e Do not include personal identifying information like Social Security Numbers,
taxpayer identification numbers, financial account numbers, full birth dates, or the
names of minor children in any filing.



e You may file in person or by mail at any of these Clerk’s offices.
Fort Smith and Hot Springs Divisions:

United States District Court Clerk’s Office
30 South 6th Street, Rm. 1038

Fort Smith, AR 72901-2437

1-833-853-0345

Fayetteville and Harrison Divisions:

United States District Clerk’s Office
35 E. Mountain, Rm. 510
Fayetteville, AR 72701-5354
1-833-853-0345

Texarkana and El Dorado Divisions:

United States District Clerk’s Office
500 North State Line Avenue, Rm. 302
Texarkana, AR 71854-5961
1-833-853-0345

NOTHING ON THESE PAGES IS INTENDED AS LEGAL ADVICE OR TO BE A
SUBSTITUTE FOR THE PROFESSIONAL COUNSEL OF A LAWYER.
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