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CHECKLIST 

When a civil rights case from a state, local or federal prisoner is received, the Office of the Clerk of Court 
shall determine whether the case is in proper form. The term "in proper form" means that the Clerk of Court 
has received: 

(1) A complaint with your original signature on the appropriate form or in a form substantially 
similar; 

(2) The full filing fee or an Application to Proceed without Prepayment of Fees and Affidavit 
(Form AO 240) requesting to proceed in forma pauperis; 

(3) A Financial Certificate form (from all prisoners except pre-trial detainees) completed by the 
r plaintiff and by an officer or employee of the institution where the plaintiff is confined or 
of the prison system in which the plaintiff is confined; 

(4) A separate Form USM-285 for each defendant sued if the plaintiff is proceeding informa 
pauperis (Note that the plaintiff must provide information sufficient to identify the 
defendant(s) on the Form(s) USM-285. The United States Marshal cannot serve a defendant 
that is not properly identified, and defendants that are not served may be dismissed as parties 
to a case.); 

(5) A separate summons form for each defendant sued or one summons listing all defendants 
aild their addresses; 

-- -- --.- - ----~---- .=- ------- -,---
If you need additional space on any of the forms, you may submit additional pages. The plaintiffmust 

use letter-sized paper [8 x 11 inch] and write or type text on one side of a sheet of paper only. Do not write 
or type on both sides of any sheet of paper. Do -not write to the edge of the paper, but maintain one inch 
margins on the top, bottom and sides of each paper submitted. 

Note TO Inmate: If you are detained in a pounty jail, city jail, or local detention center, you 
do not have to submit the Financial Certificate. You must submit the Form AO 240. 
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